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thu Civil fJecrotnriats and Attache Offices of the Govara- 


jastro of India* 

Chapter X**-Xnt roductory * 

(Terms of reference to the Cott/dttee,) 

The term® of reference to our boa ittee veret— 

(a) to examine the system under which busInass 
Is allocated among the Departments and 
«o?iduct®d in the* Civil Secretariats and 
Attached Offices* 

(h) to report in whst respects tho system aim he 
made more officiant and expeditious$ 

(c) to sake detailed recoiasendfttiors where 

changes are require! | and 

(d) to examine, so far as say ho necessary for 

the above, tho system of recruitment 
and organisation of office staffs. 

(Procedure of the Committee and general 
observations•) 

2* ou* Oowaitfcee assembled at ^imla at th beginning 
of petobor and conducted its inquiries there during tho re¬ 
mainder of the Simla season and afterwards at Delhi. Our 
procedure has been throughout Informal* Ho evidence has 
been recorded, but we have had the a! van tag© of personal 





discussions with the Hubert and 3eertiaries in the Depart¬ 
ments and a large numfeer of other officials, several of 

whoa h«we favoured us with written ;-oaorando contain ins 

« 

many valuable suggestions* The various Departments and 
Attached Offices also sup lied us with detailed memoranda 
regarding their organisation and procedue on the lines 
of a questionnaire prepared fey ua 9 and we have had the 
advantage of perusing several reports and manuals on office 
procedure prepared fey officials of various Services* We 
"Iso spent some days at feahore in an inspection of tho Punjab 
Government offices and in discussions with the principal 
Secretariat officers there* For the detailed examination 
of office procedure and allocation of business among the 
Departments» respectively^ve constituted two 3ub-CN*aitteee 
which were at work throughout th© greater part of October 9 
November and Oeceaber v their nsocwaendatlons feeing then 
considered by the full Committee* 

We desire here to express our greet appreciation of 
the ungrudging manner in which officials of all grades 
too numerous to mention by name have supplied us with inf or* 
nation and advice and h*ve facilitated our inquiry fey every 
means in their power* 

3* Wc have interpreted our reference as having an 
exclusively practical object $ vls* f the discovery of any 
remediable defects in the existing distribution of business 
or In the methods of its transaction in the Civil Depart* 
Monts of the Government of India v axil the recommendation of 
the steps which appear necessary to remedy such defects* 

We hove therefore not thought it necessary to in¬ 
clude In cur Report any elaborate description of the present 
state of departmental organisation and procedures or of 
their historical origin and growth* We have assumed that 
for practical purposes these matters are sufficiently 
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well-known to thou® for whos® a via© and Information this 
Mp&rt Is written, and we have therefore limited our refe¬ 
rences thereto to what appears necessary in order to explain 
and Justify our recommend a tions * 

4* Her have we thought it part of our duty to 
attempt to pass Judgment on the positive or comparative 
merits or deficiencies of th organisation and procedure 
of the several Departments within oar scope* To arrive 
at Just conclusions on such a point would have required 
an amount of detailed investigation which would have 
seriously delayed the completion of our Import* Moreover, 
such an inquiry could not in our opinion yield any useful 
practical result In view of the fact that departmental or¬ 
ganisation has been very generally, taut also very un¬ 
equally, disturbed by war requirements, and that some 
Department! at least are still ve*y far from having comp¬ 
letely reverted to normal, conditions* 

Accordingly, throughout the evaluation which w© 
have been directed to make of the- system under which busi¬ 
ness is conducted in the Civil Secretariats, we have 
steadily kept in view the practical objoets indicated above, 
and have avoided any attempt to pronounce a verdict on the 
merits or demerits of particular departments* 

5* Ml©, however, the adoption of this course 
will, we hope, enhance the practical u J ility of our Report 
for the purposes for which it is intended, © are conscious 
that it may have th© effect of giving th following chap¬ 
ters an unduly critical appearance to a reader who does 
not constantly bear in mind: the intentional limitation of 
their scope* Me wish therefore to say emphatically at 
the outset that none of the criticisms which it will be 
our duty to make In subsequent chapters of particular 
features and methods of departmental organisation and proce- 





Ttaw the vast area of the country stokes any centre of 
javQvnmntf wherever situated t necessarily remote from the 
groat man of the population* and coapels sot only a divisie 
of functions between provinces and the Central Sovermsent* 
but also th© adoption of special mm is to keep alive the 
©oarectlon between the Central Staff and those by who® the 
work of local administration 1® carried on* The Important 
reset ions of these conditions on Mian prooedurc will bo 
noted in lator chapters* her© it is sufficient to remark 
that they are mainly responsible for the absence of a pensa- 
nent higher leer©tariat Service and for the consequent 
reliance on elaborate noting and printed records which foros 
so characteristic « footer, of Secretariat aethod* in 


India* ^gain, the Indian climate which necessitates a 











7* If ttl© presence of these social conditions, 

All tending to Impede and make more difficult the tran- 
s action of public business In India, invalid a tea any 
direct comparison between the efficiency awl procedure? 
of Departments in Indie and England, we venture to think 
that it render? ell the sore necessary the institution 
from tins to tins Sa of such an inquiry m that with which 
we have been Charged end of which the results are contain d 
in the following chapters* 

Chnpterll**-Allocation of business among the 
Departments* 

{General considerations which govern the 
distribution of business among the 
Departments*) 

8* The most fundamental problems of allocation of 
functions which arise in connection with Indian administra¬ 
tion are those which relate to the distribution of powers 
and duties between the Government of India on the one hand 
and the Provincial Governments or the Secretary f state 
on the other* These problems do not fall within our ten* 
of reference § and many of the quest lone they involve mast 
evidently be determined by broad considerations of general 
policy rather than by those of administrative procedure 
and off lclency t although they have a very direct and obvious 
bearing on some of the matters which have beenfssf erred to 
our Committee* Compared with such problems as the extent 
and limits of devolution and decentralisation, the quest ion 
of the precise distribution of such functions as remain 
to the Government of India among the different Departments 
of the neoretarlat is of course a matter of secondary 
importance, involving as it does no great principle of high 
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policy but merely considerations of administrative eon** 
vonianee and efficiency* Hsreovor y ©vem from the adminis¬ 
trative point of view* the attainment and MJntaoanee of 
a perfectly logical distribution of functions among Depart* 
acute is probably of leas practical iaportar.ee in the 
ease of the of India then in that of oountrlca 

Ilk© the United lingtiom Where the tendency towards strict 
departmentalisation of the business of Hyvernaent has 
gone ouch further than in India# That the corporate 
unity of the Government of India is no acre empty fiction 
hat is still a living reality is clear not only froa the 
term of the formal "Hales of Business,” but froa aany 
features of practical procedure com of which are referred 
to in the other parts of this Hepert* Hits sense of cor*» 
perate unity and the greater intimoy of' relations omen 
Departments together with the physical contiguity of several 
Dopartaonts ithin a single building diminish protanto the 
importance of an absolutely logical demarcation of their 
respective functions* while 4*i the other hand the practice 
of tha-Zhdlan OrvcmsaMit with regard to the preservation 
of printed records of Important eases ought .to facilitate 
the. 'interchange of hranoas of business between Departments 
as adaiaistrativa convenience my dictate from time to time# 
0# It is# 'however* far fi*oa cur wish to depreciate 
the importance* froa the point of view of efficiency and 
expedition of procedure* of grouping the various bnuiofes 
of public business so far as possible on sound principles; 
and the value of a right grouping is likely to increase 
in the future, as the lines of division between Departments 
boooiise inevitable more deeply marked. Where cognate or 
related subjects are dealt with by different Departments* 
there is a constant danger of duplication, overlapping and 
frictiouf and whereas a Department which has to deal with 



Accordingly* in considering this part of our 
place first the importance of grouping tom 
lately related subjects* and also t 
Branches of which the work is correlated t under the sane 
Department. A secondary hut not unimportant point to he 
kept in ain) in the allocation of business is the desira¬ 
bility of equalising so far m possible the burden resting 
on the several Members and higher officials* It is true 
that by tmatji of a suitable organisation the scop® of a 
Department may be increased almost without limit without 
increoain ifchu burden on Individual clerks or officers 
except those of the highest rank* But this process cannot 


Expendlent* such as the creation of Joint or Additional 
Secretaries or the establishment of direct access from 
subordinate officers to the ^embsr* however necessary t 
aa,y be in. times of emergency* tend to weaken the eontro 
of the Secretary and to impair the unity of the Departs 
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of administration to tho Departments of the Secretariat generally 
is discussed in another part of this Report (paragraph 81), Here 
it is only necessary to point out that none of these expedients 
can relieve the Member in charge from the necessity of deciding 
all the mere important questions of policy y and that no Department 
can properly perform its duties if ita Member is habitually over¬ 
worked • Hence the desirability of securing a more even apportion¬ 
ment among Departments of the burden of public business than at 
present prevails• 

In accordance with the above considerations we do not pro¬ 
pose any complete re-arrangement of departmental functions in the 
interests of mere logled symmetry but confine our recommendations 
to a few important matters in respect of which we consider that a 
strong case for alteration has been made out, 

(Public Health and Education,) 

11. The first point to which we ddsire to refer is the alio, 
cation of duties with regard to Public Health, which are at 
present performed by services responsible to three Departments 
(the Director General of the Indian Medical Service under the 
Home Department, the Sanitary Commissioner under the Education 
Department and the Medical stores Branch under the Army Depart¬ 
ment), As regards the last-named service we make no recommenda¬ 
tions as the Army Department Is not within our scope, but we 
are strongly of opinion that the work of the other agencies 
named should be amalgamated under a single Department, As 
regards the necessity of this change there was complete 
unanimity among those whom we consulted. It was suggested 
to us that the combined organisation might eventually form 
a separate Department of Health, but those who looked to this 
as the ultimate solution agreed that the present such a Depart¬ 
ment would not suffice to occupy the time of a Member and 
that it would therefore be preferable at least at the outset 
that the Department of Health should be combined with some 



do not propose any eoaplate re-arrangement of Jepartiauntal 
functions in the interests of mere logical syianetry ‘not 
confine our reeoosaeadatieiis to a few Important matters In 
respeot of which wo consider that a strong ease for altera¬ 
tion Isos been node out* 

(Public Health and Education)* 

11* The first point to which we desire to refer is 
the allocation of duties with regard to Public Health, Which 
ore.at present performed by services responsible to three 
(the Dire ctm* ftanernl of the Tnrl i UaAAnmlL 


Service tinder the Hone Department , the Sanitary Cons!**loner 



among those whom we consulted * It was suggested to us that for 
the present such a Department would not suffice to occupy the 
tine of a Mosher and that it would therefore be preferable 
at least at the ultimate solution agreed that for present 
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other Department of the Secretariat. We agree with this view 
and after very careful consideration are of opinion that the 
best arrangement would be to change the title of the Education 
Department into th't of the Department of Education Mid Public 
Health* and to make Public Health a separate Branch of this 
Department. We have considered whether the expendlent of two 
Secretaries, one for Education and one for Public Health, should 
be adopted in this case, but on the whole we do not reco mend it. 
We prefer the plan of & single administrative Secretary for the 
whole Depart ient, the two great technical branches of the organi¬ 
sation being under two high expert officers vrith suitable 
titles (e.g., "Commissioner** or *Director General" for Education 
and Healthy respectively), each reporting direct to the Secretary, 
and having the right of reference to the Member in charge in 
the event of disagreement with the Secretary. The Director 
General of the Indian Medical Service would in his capacity 
as expert for Health become an officer in the Government of India, 
Secretariat but he would of course retain his functions as 
head of the Indian Medical Service. 

12, The effect of this change will be that the office 
of the Director General will cease to be m Attached Office 
and will become the nucleus of a Branch of the Secretariat, 
and (with certain possible exceptions) the clerical staff 
recruited in future for this Branch will be of the same 
classess as those serving in other Branches of the Secretariat,* 


The case of the existing clerks will have to be considered 
carefully in consultation with the Finance Department, with 
a view to determine which of them shall be allotted to the 
Lover and Upper Division respectively and which shall be 
retained on their present scales of pay. This is a matter 
on which it is beyond our province to a viso in detail and 
we only refer to it here in order to show that we have not 
overlooked it. 


nature of th© requirements mn host be determined when th© 
Initial ebrjig* ©commended above has bean mad©* 

13* further consider that thoro weald bo great 
advantage in constituting two Advisory Boards to assist 
I the DejMNrtaent with regard to its twd main / groups of 
business* W© understand that a scheme is being matured for 
the establishment of an Imperial Health Mvieory Be^rd ^ 
which both official and non-offioial authorities, both 
Control on® Provincial, would be adequately represented, and 
of which th© technical head of the Public Health Services 
of the Oovorrcnnt of India would be en*officio Chairmen* 

WO cordially support this project, which, if realised on 
sound linos, will, m believe, greatly contribute to the 
usefulness and efficiency of the proposed Health "irartch 
of th® department* As indicated, above m think that a 
correspond inn Advisory Bo rd for th. Education side of tbs 
Department would similarly lead to beneficial results* We 
figreo with the view that has been expressed to us that 
now that Education is likely to be included among "traits* 
ferred subjects*" the scope of operations of the Bdueation 
Department wi.il be considers ly changed* In place of giving 
executive criers it will or should tend tmr and more to 
become © centre of the best information, research and 
advice, and th* cheage would, in our opinion, be suitably 
marked by the establishment of an Imperial Educational 
Advisory Soar® which would diroetly link th© Departsicmt with 






do not oontemplate that either of the Boards 
above recommended Should hare any eascseutive functions 
(though some of the Members In their offlolil capacity 
would retain such functions). They should be purely 
advisory y but it would bo within tho power of tho Member 
in charge* if he thought fit, to delegate to them from 
time to time tho decision of certain classes of questions. 
Both Boards should, however, publish annual reports of 
their proceedings and should further have the right of 
submitting their rueonaendatlors to the Viceroy through 
their Chairmen, it would also in our opinion bo desirable 
that the Director General, In inn Medical Service, and 
the Educational Commissioner, in their capacities as 
Chairman of their respective Advisory Boards, should have 
periodical, say monthly-. Interviews with the Viceroy* 

When technical questions rolntin - to health or education 
com# up for discussion at the Executive Connell the viceroy 
should at his discretion summon cither of then© officers 
to attend, and the Member in charge of the Department should 
also be entitled to take them as hi® advisers to such meetings 
14. We note that the Education Department is also 
at present responsible for matters relating to local self*, 
government and also for a large number of miscellany us 
subjects, which so far as t hey remain within its scope 
can suitably continue to be dealt with by ordinary Secre* 
tariat procedure. The only one of these miscellaneous 
subjects which, w opinion, should clearly be transferred 
to another Department, Is Copyright. This has such close 
affinities with other forms of Industrial and intellectual 
property that in our Judgment it should be administered by 
the same Department which deals with Inventions and DESZOIfS, 
e., the Department of Coaraerca and Industry. 




(Commerce m d Indus' ry—the transition©! 
period * the Bonn! of Industries and 

Munitions*) 

IS* The mxt group of subjects to be considered is 
that which at present fails within the scope of the Depart- 
went of Commerce and Industry* Although the raajrity of 
the subjects dealt with by this Department are clearly 
inter-related end thus satisfy the first principle of 
allocation which m haw© laid down* it appears to us that in 
the aggregate these subjects ©re too entersire in range and 
magnitude to he properly included within the ©cope of t 
single Department, especially taking into account the certainty 
that many of them wil ; become more and more important and 
engrossing in the near future*. Hot only is the Department of 
Commerce and Industry responsible for the whole range of 
relations of the Gower: memt of India to Trade, Commerce and 
Industry, but it also deals with questions of labour, and to 
a considerable extent with ways and eoaaunicati -ns including 
Posts and Telegraphs* Moreover, thy Member for Commerce 
and Industry Is responsible for Hallways* If by common 
consent the present arrangement must be modified we have to 
consider very carefully the right lines of demarcation* 

30# In this con* ©ction we have to take account of 
the important and weighty reooamendatlon* of the Indian 
industries Commlsalo©, and of the decisions already taken 
thereon by the Government of India ©nd th Secretary / of State* 
Briefly the arrangement* already decided upon, as wo under¬ 
stand them, aro to entrust the duty of encouraging and 
fostering Indian industries temporarily t the Indian Munitions 
Board with th# enlarged title of io©r! of Industries and 
Hmnltioms* To this Board would be transferred such, of the 
powers and duties of the Department of Coeeaeree and Industry 
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as relate dirootly to Industries, including Factory Act 
r.dministr tien and sis t. tor a relating to 'Supplies sod Stores 
SndudSag Stationary and Printing* To tho same Board would 
bo transferred the administration of Electricity from the 
Public Works Department# a still undecided question is 
the proposed transference of Technical Education from tbs 
Department of Education# 

17* WO may e«y at ono© that we are in complete 
sympathy with the plan which has been adopted of concentra¬ 
ting the initial work of giving practical effect to the report 
of the Indian Industries Coawission (so far as not Its 
recommendations are accepted by Government) in a special 
Department unhampered with large masses of routine edainia- 
tration* So far as we con judge the organisation contem¬ 
plated is admirably suited for the purpose * Horeever as 
the proposed arrangement la essentially a transitory one, 
we think that it is unnecessary for us to make recommenda- 
• ions as to tho exact list of subjects to be transferred to 
the Board# Success la only likely to bo achieved by main¬ 
taining very dose co-operation and intimate relations between 
the new Board and the older established Departments y mid the 
precise demarcation between their respective functions 
during the transitional period can, we think* bo safely 
left to direct arrangements between ths Departments concerned 
under sanction of .the Governor General* In these circumstances 
tho only observation wo feel it necessary to make as regards 
the functions of the temporary Board is in the nature of a 
warning against th ttadeeirebility of over-weight.ing it by 
ordinary routine administration* for this reason e should 
be disposed to deprecate the transfer of such subjects m 
Patent Law, Companies haw and the like* 





Suggested Department of Waps and Cmrnmim 
cations*) 

1?># The operation* of the Industries and Monitions 
Board with respect to the emcouragomoni end regulation of 
Indian industries wil of course be essentially temporary 
and will presumably ocas# when the foundations of the perma¬ 
nent Department dealing with this subject hare been firmly 
laid# It it therefore necessary 'for us to look beyond the 
transitional and exceptional period and to consider what is 
the best penMnent distribution of departmental duties 
with regard to Ccssaerco , Industry f labour end communications* 
haring regard to foot that it will be certainly impossible 
to re-unite all these functions under a single Department 
without causing serious over-weighting and congestion of 
business# 

10. In the first place we have come to the conclusion 
that a permanent separation between Commerce and Industry is 
highly undesirable» and that it' as a permanent arrangement 
these closely related subjects were assigned to different 
Departments very serious loss of power* overlapping and dupll* 


encountered in developing Indian Industries axe at least as 
much com oreial m technical# 


In the second piece it sp ears to us that following 

the principles of allocation whl h we have laid down # there 
would be great advantage in oot&ining the various duties of 
Departments relating to Internal Transport and Communi¬ 
cations in a single Department of Hays and Cowman lent Ions * 
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Shipping which appears to us on the whole to have greater 
affinities with external commerce than with internal 
Communications, and which should therefore remain with the 
Department which deals with Commerce together with the 
kindred subjects of Pilotage and the Lighting of the coasts • 

SO. The proposed Department of Ways and Communications 
would, it will be observed, derive its main functions by 
transfer from three existing Department* via., the Commerce 
and Industry Department, the Railway Department and the Public 
Works Department. We do not recommend its immediate consti¬ 
tution (which would leave the Ingle subject of "Commerce" 
Isolated for the time being) but we are disposed to suggest 
that in the near future and possibly when the period of office 
of the present Member for Commerce end / Industry comes to an 
end, the opportunity should be taken to re-unite the closely 
allied subjects of Commerce and Industry and at the same time 
to create the separate Department of Ways and Communications 
suggested above. 

If a Ways and Communications Department be established 

the work now performed by the Railway Board will of course 

come within its scope. It will be a sur ter for consideration 

when the time comes whether the present Board organisation for 

dealing with Railways should be continued, with any necessary 

modifications to adapt it to the new conditions, or whether 

Railways like other means of transport should be dealt with 

* 

by ordinary Departmental methods, the Railway Board being 
replaced by consulting technical officers. Another alternative 
course would be to adopt for the new Department as a whole the 
Board method of management. We do not think it neces ary at 
the present moment to make any definite recommendations on 
this matter. 



W© should explain that it is our Intent ion that my 
functions of the Government of MIa with regard to the 
actual construction, repair and maintenance of roads and 
eatmls should remain m at present, with %hlle Works, hut 
that all questions relating to transport by road and canal, 
should bo dealt with by Ih proposed Dopartmnt of Ways and 
Communications • 

( lab our)» 

21# Another set of functions at present performed by 
the Department of Commerce and Industry are those relating 
to labour (including the Indian Factory Act, Mines, etc#)# It 
seems certain that this branch of business will become more 
important and engrossing in future, ©specially in view of the 
participation of Sadia In th international Labour provisions 
of th® Trestles of Peace# We find it very difficult to fore* 
oast the proportions in which the increased burden of labour 
control and protection is likely to fall, on the antral awl 
Provincial Governments, respectively, but certain aspects 
at least of the subject (i.«#, those which affect India*# 
external relation® or which necessarily concern more than on© 
province, or which relate to th collection of Labour statistic: 
and intelligence) must in any case be dealt with by th Govern* 
meat of India# In all the circumstances we do not think that 
this business is likely in th© immediate future to afford 





among these subjects Is Excise (other thou Cotton Excise) f Which 
s© far m it is not purely financial is conoarr ed with suoh 
natter a m liquor consumption and temperance, and only in 
b very indirect way with Camera and Industry* W® understand 
th»'t*.ifei;i m was originally included among the duties of the 
Coaraerc© as*1 Industry Department in order to relieve the 
overburdened Department of f inance* The reference? which new 
reach the Oovornment of India on Excise seen to us to be 
asore &«:in to the subjects dealt with by tit© tta» Depart stent 
than any other* If* however, that department Is considered 
already sufficiently weighted, we v-uld suggest, aelely as 
« natter of ndalnistr#»tiwo oorreniene©, tfrt Excise night be 

transferred to the Department of h'teiai and Agriculture* 

(SKZCIUnON)* 

23* Another subject the elleeetior. of which present* 
sose difficulty Is Murat Ian, a subject of which the Department 
of Camara© and Industry desires to be relieved* ij© found 
hat under the title of "Emigration,* is included not only 
emigration from India to other parts of the world but also 
organised internal migration from one pert of Mil* to another* 
In fact one of tha sent engrossing parts of the worfc of the 
Emigration Section of the Department of Commerce and Industry 
Is or has boon concerned with the r cruitnon* and protection 
of labour destined for the As sen tea plantations* It seems 
to us Inoonttstible that asp control exercised by t hs 3© ernment 
of India over the recruitment of labour within India Whether 


for emigration overseas or fer aigrette** to other parts 











politic®! quest It® though it has ebri^usly lift eeanoetio side* 



connected with external polities," should logically be the 
iDepmrtmamt to conduct negetistiens with foreign cewatrSea 
or British possess-1« (either directly or through the Secretary 
«f Stats) on the subject of the pas It i on and rights of Indians 
in thorn oountrics* Ha recognise* hswr©? f that they® ar® 
certain objections to the transfer of so controversial a 
subject to a Dejmrtmsni which dees net possess ts a tfeiab«r 
of Council other than the Viceroy himself* $ier©aver f the 
conditions under which emigration or recruitment of labour is 
or should be allow* to other parts of the British Http ire 
are so intimately bound up with the question of the protection 
of the rights of emigrants and Mien residents in those count* 
ri«s that there would he some admialstrst Ire inconvenience In 
hawing those two Questions dealt with hr different Departments* 
fb$3 difficulty does not apply with the s«u© force to the treat* 
mmt of Indian -emigrants in areas other than the British 
iSBtpire, since the questions which aria© are not connected 
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The first head should b© dealt with by the Department of 
Colneroe and Industry mid the second by the Foreign and 
Political Department. 

(Agriculture, bonds awS Public Works). 




end (towsunioations be established in the near future, the 
position of the* Depart amt of Public Works will require careful 
eonsidorfttion# The work of this Department is likely to 
dlnlnlsh considerably not because of any decline in the 
necessity for Public works, but because these needs will be 
increasingly act by provincial action* Moreover the Department 
of Mays and Commioatlons will take from Public works certain 
functions with respect to lYiaawaye, Internal Sows Waterways and 
Hoads* lastly, the question of Electricity will go to the 
Department dealing with industries, which In our opinion should 
also take over Water-power* In these circumstances, it seems 
desirable to consider the maalgamatlon of the Public Works 
with soas oth r Department* the only Departments with which 
It has dose affinities are the new Department of Ways and Conan* 










It wiU&o ©ertainly advantageous that the Department dealing 
with agricultural problems should also deal with the closely 
related subject of Irrigation* 


36* W© therefore recowaend that a convenient opportunity 
should he taken of aaalgmaating tho Department of Bavenue an 1 
Agriculture with that of Public orks after transferring the 
powers of the latter Department with regard to Commicat ions 

to the Department of Hays and Coasimicat ions / and those 

* 

relating to Hectfcieity and 'Water-power to the Department 
dealing with Industries* Ho think that the title of the 
combined Department might he * Agriculture* Lends and Public 
forks*” thus getting rid of the mislead in; term "Ikr’enue" 

Which by no swans convoys the real character of the duties of 
this Branch of the Department* 

The proposed amalgamation will render it necessary' to 
make ®mm changes in the existing mode of organisation of 
the Deportments scwOrhat on the lines of those reoomiaended 
for the proposed Department of Education and Public Health* 

There will ho m room for acre than one administrative Secretary 
to whoa the expert heads of the various technical services*- 
Agriculture* Irrigation* Forestry * otc*«*shoiiM report direct* 
(Technical Education*) 

87* Ha have indicated awe one important unsettled 
question of allocation* viz** the proposed transfer of Technical 
Bdueation fro*# the .Department of Education to the Boer! of 
Industries and limit ions* and eventually to the permanent 
Department that deals with Industries* This proposal was 
strongly urged, by the Indian Industries Commission* hut it 
has not* m believe* so far received the sanction of the 







end the gen pal principles of alleestion Which we Irve laid 
down hardly help us to a solution* since It Is evident ihnt 
the subject of Technieal Education la very closely related 
both to Industries .and to Mucmtlom* and * In fact, can only 
be satisfactorily handled by close co-operation between the 
Departments dealing with those questions, European practice 
has undoubtedly f avoured the grouping of all forms of rd ioatlon 
under the sane Departments* but this Is not altogether conclusive 
having regard to the special conditions prevailing at present 
In India, Broadly ^poaking* Technical M cation* m understood 
In an advanced industrial country like Kngland * is not so 
much the teaching of new trades as the uppleaentlng of the 
deficiencies of practical workshop training by teaching Which 
can be more effectively given in a wk school. Though the school 
workshop nay play an important part in such teaching* It is 
not In any way regarded as a substitute for th ordinary 
workshop training. In India* however* the Immediate problem 
is quite aa much the creation of new Industries as the improve- 
sent of existing ones* Horaover* in Sadi* general education 
is so backward tht the whole energies of the Directors of 
Public instruction are likely to be absorbed for years to 
come in supplying th© deficiencies* so that Indus rial training* 
If entrusted to the E&ue tion Department* may not receive 
adequate attention. 

On the whole* we recommend that for th© transitional 
period at all events industrial training should be transferred 
to the Board of Industries and Munitions which should aot 
In close co-opmpatlon with the- iMucntlon Dapariaen awl the 
■ uestlon of the eventual allocation of this subject should, be 
reconsidered when general education has made further progress. 

If tills recommendation is adopted* it will probably be found 
necessary to dra w a rather difficult line of demarcation botwean 
industrial training proper and the teaching of applied science 

%# i*hgn* < r«9i +-. 4(♦.f f\r*M » 








of the Reform Scheme* At present the Secretariat of this 
Department I* responsible for three entirely distinct groups 


of business* 

Cl) Mauagenent of Legislative Council business* 

(2) Drafting of Government of India Bills end criticism 

of Provincial Bills* 

(3) Advising Executive Departments on Certain classes 

§t legal points* 

m ake these three functions in order* 

29* Business relating to the Legislative Council 
including procedural questions and answers § resolutions 9 disposal 
of legislation! publication of proceedings! statutes 9 etc** 
is business which In a Psrlisaentary country Ilk© the united 
20ngdon would not bo Managed by a Branch of the Sxecu ive 
Oowernment at sll f but by staffs responsible to the speaker 
of Lord Chancellor respectively* In Inlia the work oust 
presumably continue for the present to be do m by the £*ecutive 
10 Qovernm<At and it is obviously the proper / function of the 
Legislative Department to do it* It la work for which the 
ordinary Secretariat organisation and procedure are clearly 
suitable* This applies also to tho very considerable amount 
of work connected with the publication of Provincial Acta and 
Rules which now falls upon the Legislative Department* 






on Secretaries or Deputy Secretaries who are liable to be 
absorb 4 by other urgent wor:. It should be done by a samll 
special staff of skilled draft Siam who would giro it their 


t des 


be provided with a sufficient staff of assistants with le 
knowledge who could be trained up ' o take their prrt in 
drafting* 

31* If this recommendation be adopted substantial 
modifications will be found, desirable In Buies 23 and 04 
of the ©reseat Holes of Business* The draftsman will act 


will retain full oontrol of its legislative proposals at 
least up to the time when they are? introduced and ordered 
to be published by the Legislative Council, At this stage 
the Legislative Department will naturally become responsible 


orders of the Legislative Council are prporly complied with 
but this supervision will bo exercised not through th Drafting 



conversant with the subject-matter, and not by the Legislative 
Department, though the latter should invariably bo consulted 
as to whether the project is intro vires, whether it requires 
legislation to ;?ive effect to it and on ttogenral legal 








proposal*! with th© assistance of the Drafting Branch* In 
cases of major importance- It should first obtain th authority 
of the Executive Council to prepare a Bill m certain linos 
explained wry briefly and generally in a memorandum circulated 
for the purpose* It does not soon nco© nary or desirable 
ttat • drflnl^ Oovotnaraot dacUlon to Xoglrtrto should ho 
required before a draft in props red.mJttta At thin stage the 
Executive Department should in all oases place a responsible 
officer in direct personal charge of fll natters relating to 
the Bill| Who should deal direct with the draftsman* and from 
whom this latter should take his instructions* as th ordinary 
office procedure is quite unsuitable for handling a matter 
of this kind* %s draftsman should be responsible for keeping 
in touch with the Secretariat of the Legislative Department 


for final approval* We understand that it is - 
practice at present for the Executive Council 
they have been drafted* ut ther« appear to us 


Issva; 


see B. 


be di 








10-11 


in j&neing all Qwmmmmt of India Bills before 
the Bxeeuitve Council at this st^go instead of consulting 
11 the Executive Council / merely when authority to prepare 
the Bill Is obtained* It has been strongly represented to 
us that all draft BUIS immediately before submission to the 
Executive Council should; be referred to the Secretariat of 
the Legislative Department for examination of the general 
legal principles involved* Hiero Is much to be said for this 
proposal during the transitory period when the now Drafting 
Branch is learning Its work and its staff ere not yot fully 
trained# Iff however* the practice is to be continued 
beyond the first few years* stringent precautions will be 
recess ary to limit th examination of Bills by the Secre¬ 
tariat so as to avoid the possibility both of business being 
held up* and of duplicating th work allocated to th© 

Drafting Branch* 

we include in Appendix C suggested amendment^ to the 
Buies of' Business to give effect to the above proposals* 

33* As regards criticism of provincial legislation* 
it appears to us that the previa Ian;’ of Buies 28 to 34 of the 
Holes of Business will need complete recasting in view of 
the introduction of Increased provincial powers* There will* 
however* remain three Glasses of references to a central 
authority which may still be necessary! 

(a) In order to secure seme uniformity in m., their? of 

drafting it seems probable that it will be found 
necessary to entrust some central authority 
with the duty of examining provincial draft 
Bills from a drafting point of view# m that 
event* it .has been suggests that this work 
■should bo performed by an "Independent" drafting 
committee| but it is difficult to see how 



n 


any such ooamlttee could b© r.ally independent . 
and if it is attached to the Government of 
India at all (as wo think it must ha) it saw 
clearly desirable In order to avoid duplication 
that the work Should be performed hy the scow 
body of' skilled draftsmen who* undar our recon* 
motatlettSf will proper© draft Bills for tho 
laporial Legislature. For this purpose the 
Drafting Branch would not purely as the advisers 
of the Provincial QowensMt and its head 
JSaod should correspond with that Government 
direct and not through the Secretariat of the 
Legislative Department. 

(h) There wiH still probably remain certain olf-s-es of 

Provincial Bills which will require examination 
«nd sanction by the Government of India on 
points of substance as istinot from form* It 
is suggested that all oorrespond ©no*; on matters 
of substance with regard to this restricted 
clasts of Bills could well b© conducted directly 
with the Bxeeutt"© Departments conversant with 
the subject-mater and not through the Legislative 
Department. 

(o) SO'-UI procedure will be necessary in order to dete rmine 
. whether a provincial Bill is intrs wires • Whether 
the necessary examination should take place 
before its introduction or after is t fixestIon 
on which we are not competent to advise. But 
either the draft or the Bill itself will require 
to be eoruitirised by tho Government of India 
from this point of lew if only to enable them 
to- advise the Governor General whether to exercise 
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his right of veto* The r espossibility for this 
scrutiny should f we think* rest with the 
Secretariat of the Legislative Depart&jnt and 
not with the Drafting Branch* 
ye hove not seen oar way to draft any a awn d awsta to the 
Buies of Business that nay be required to give effect to 
these objects, as the precise provisions* if any* that will 
bo necessary can only be definitely known when the Q&mmmmt 
of India MU has become law and the Statutory Buies cents©* 
plated therein have been framed* 

34# The third sain function of the Legislative Department, 
vis* | the advising of the Executive Departments on ortain 
classes of legal questions 9 win* we believe* be pezftrmsd in 
future* at lerst in part* by a newly constituted Solicitor*! 
Branch* working directly under the Member in the Legislative 
Department# The legal opinions given by the Solicitor will* 
we understand* be his own opinions unless in cases of special 
importance they are referred to and endorsed by the Member 
18 in charge* and except in such cases they will / not commit the 
Legislative Department* The Solicitor will also be able to 
put up cases for opinion to the Advocate Seneral at Calcutta# 
These arrangements soon to us a great improvement on existing 
procedure* We understand t ,r?t it Is not proposed th~t all 
olaese# of legal references should go to the .Solicitor 1 « 

Branch* but that a masher of such references should still bo 
dealt with by the Secretariat of the Department* During the 
first yeag or so wliile the Solicitor*s Brandi is still new 
to its work the cases to be transferred from the Secretariat 
will no doubt bo restricted* ani~the-oaseaH^45^^ 
£resMis«~5e«re&*ci^iKwill^ and there are 

considerable advantages in ** transitory arrangement of this kind# 
Eventually* hew ver* wo hope that all pure questions of legal 



Ik 


opinion on the effect of the existing law in reintion to 
e particular ease submitted will be referred to the Soil, 
citor's Branch, m this work is net of e kind for which 
Secretariat Methods are suitable. 

Chapter III^-Hecruitsent of the Staff of the 
Departments, 

(Defects In the present methods of recrultaent 
of the office staff,) 

35* We found a wy general d is satisfaction with 
the present system, or lade of system, under which indi¬ 
vidual Departments rebruit their effiee staff independently. 
For e m or tee apartments, e*g*, the Fereigh wed Political 
and the Finance, regarding which there is at any rate an 
impression that prospects are more favourable than else¬ 
where, it tree represented to us that a good class n of 
candidate can still be obtained) but, speaking generally, 
there was a consensus of opinion that the class of 
ca dilate which has been obtained during recent years 
has been markedly inferior to those previously recruited* 

The falling off in the quality of candidates dates roughly 
from the year 1910 j end In several of the opinions expressed 
to us it was connected with the alteration in the system 
of recruitment introduced about that tins, whan the Secre¬ 
tariat feftrenee temliiotlam was abandoned, also with, 
the move of the winter headquarters of the Oo^eraaent of 
Mia from Calcutta to Delhi* This move has resulted 
in a reduced inflow of Calcutta candidates and an increase 
of up-country men, More than one cause has doubtless 
been operative and we are not so much concerned to Hat look 
for causes as to suggest remedies* Wo desire, however, 
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to emphasise that an improvement in the standard of the 
clerical staff is all-important. Not only will the actual 
changes in office procedure which we suggest later on in this 
Heport necessitate a greatly improved office staff if the full 
benefits| which we hope will result from them, are to be obtained} 
but we aim also at building up a permanent staff of such high 
gtallty that we may reasonably hope that it will contribute a 

substantial proportion of qualified candidates for the grade 

% 

of officers in the Government of India Secretariat who under 
our recommendations will take the place of Shder Secretaries, 

36, m this connection we may mention that the Committee 
on Government of India Secretariat Establishments, which has 
recently presented its report, has drawn our attention to the 
unanimous feeling expressed by the witnesses who gave evidence 
before them, that it was necessary to take further steps to 
improve the st tus of the Secretariat Service, The claim was 
made to the Committee that the Secretariat Establishments should 
be constituted a regular service, with the disIgnation of the 
Imperial Secretariat Service, that the general status of this 
service should be recognised as equivalent to that of the Provi¬ 
ncial Civil Service that all members of the Upper Division 
should be treated as gazetted officers. We are strongly in 
that favour of the suggestion that the clerks in the Upper 
Division of the Government of Indi«£ecretariat should be treated 
as a single service, for which the designation Imperial Secre¬ 
tariat Service is appropriate, We&onsider that apart from the 
increased pay which has been recommended by the Government 
of India Secretariat Establishments committee, the 
proposals which we have to make on the subject of centra¬ 
lised recruitment, and the extra opportunities for 
advancement which will be offired by the increased 
number of Assistant Secretaryships, should tend in the 
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direction of Smptwln-j the status and preepeeta of the 

service and should nttrnot better am to join ft# *^o 
should prefer* if possible* to at oir* these objects 
without oat 4 ending to ell makers of the service the 
status of ’•gfusetiad# officers—*a distinction the mine 
of which is evidently liable to s erius depreciation if too 
widely granted*/ Hor do we think thrt the condition** 
md duties of the proposed service are si#ftei<uitly 
similar to those of the Provincial Civil Services to warrant 
any general declaration that their status is to bo regarded 
m identical* 

{Proposed constitution of a Control Staff 
Selection Board.) 


3?# Us arc strongly of opinion that the present 
methods of Independent leesnitaant of office staff by 
DejMrtmests should b© abandoned y end that cone Central 
authority should be created, to take Charge of the recruit¬ 
ment of office staf for the whale of the Civil Departments 
of the Qovorm nt of India# This con ral authority will 
relieve Secretaries and. Registrars of a troublesome res¬ 
ponsibility for the discharge of which they h nee not 
the necessary machinery# It should be able to establish 
closer relations with provincial and other outlying sources 
of reerulinent and thus widen the present field and it 







extend to all grades of dorks in the main Secretariats 
end dfOf so far as possible* to the clerical staffs 
of sttached Beprsrtaanfcis 9 with a possible extension later 
on to may Provincial Gorernaants who my d os ire to Join 
in the eehOBo# 

38# Ho suggest that tills control authority which ■ 
we any tail the staff Selection Board* should consist 


of one mmber nominated by the Hone Department and another 



of wi| a mmm mmber should be co-opted ad hoc# If a 
Civil Service 


as has been aqpc suggested* 
be eventually established in India* the Chairman of this 
Ceottisslot* should be the Chairman of the staff Selection 


it 


Board or should nominate the Chairman of the Board Who In 


that eventshould hold office for five years# Pending the 







Upper Division#) 


30# We oonsider that, subject to the observations In 
paragraphs 44 and 48, Upper Division clerks should he 
recruited wholly ho dir et appointment* We suggest 
that the Staff Select ion Board should fix and revise 



(which, at their discretion, my ho hold either before 
or after the persons! interview) they should prepare 
e list of approved candidates to he admitted cm probstio 










.s 



mt&mm q'.joted in those ehaptami anrf cenoltt^ionn of the 
G&m$»*Um itself m feel assured that the appotniasert 
of a central recruiting authority for service to. Oo^amaeRt 
©eparisfc»nta with. I he latrodue : tot* of a scrutiny of candjU 



beneficial oo.ua2.Xy to th Departmentn thoa~elvo<; arid, to 
the a#!«»ols eftft colleges froa which the ear«d idnte* or* 

drawn# 

41* M® suggest that the list of approved can ’Idatea 
ahould be prepared annually bp the Staff Selection Board, 
say, in the autuan after h results of the IVdwersity 


aa-far »© far as possible sufficient names t-> flu the 
vacancies anticipate*! to oeaur within the ensuing peri 











derail <am 9 «toh as the Foreign and Political Depart* 
aentf in falling in with the cmeral scheme* The -elootion 
Board mn b© relied on to gi*# adequate consideration 
to the special rcquircacnt^ of such Departments* 

111 candidates should remtn on probation for ona year 
befor©' their appointment in the Secretariat is finally 
oonflitted* In order to ensure* that the conflnwitlon 
of probationary candidates is not regarded m a mere 
matter of form* there should be a definite certificate 












riaed to dispense with oil or part of the special quail* 
fying examination and at their discretion to modify 
the educational qualifications proscribe for new 


entrants* But we consider that the condition of a personal 
interview with the Board should invariably be insisted on. 

44. How© of the son now In the Lower Division my 
be considered good enough for promotion to th© tipper 
division* The Staff Select ixm Board should cons Her 
th© elate of these mn t but rfter thay have boon 
absorbed, my later entrants into the Lower Division 
who have the necessary qualifications and wish to become 
eimdMates for the Qppev Division should b© subject to 
the tests prescribed for new entrant a into that Division* 

We should allow the ago Halt for entrance to be relaxed 
in their favour to the extent of their actual service 
under Qovernaent, provided they eve not <r-or 30 years of 
age* 

(Recruitment of clerks for the 
Lower Division.) 

m m m 

45* She proposals which we hall make later on. 
in this Bepert for alterations In office procedure will 




QUffillf lent ions and conditions of appointment, In the scan* 

tine while the process of reaction is in progress the 
Stuff Selection Boafd should have the power to require 

.Division clerks who are redundant in one Department 
to be transferred to another Department to which there is 
a pressure of work* 

(Stenographers, typists, and cashiers.) 

a* a# a* 

40* He consider that stenographers, typist* and 
cashier* whoso work .is .of a specialised character should 
constitute separate and distinct classes in the Score* 









by direct appointment toad pertly lay promotion of suitable 
mm trm a the office staff* Th& mm promoted from the office 
staff should be nan who have hown special ability, and 



comparatively young* For long and meritorious service 
other rewords, such as special grade pay* are suitable) 
but for this type of work required of pjo Assist ant Secre¬ 
tary too long « period of eutoordinate office work is. In 
our opinion, a disqmlification# All proposed permanent 
promotions from the office staff to the post of Assis¬ 
tant ■Secretary, or higher posts, should be otfbsaf&ted for 
confirmation to the Staff Selection Board who may require 
any evidence they think necessary of capacity to fill the 
posts* 











Board 9 before Ms appointment* 


(Application of abova r orultm nt proposals 
to Attached Offloos*) 

4©* Tho application of ©wr rocruitaont proposal’? to 
the Mill Attached Offices of the dOTOrmant of India presents 



















3 * 


* 

control of the staff election Board* this control of 
recruitment would, we think, manifestly benefit the central 
Calcutta office of the Posts and Telegraphs Department 
and rai'ht perhaps be extended to the offices of the 
Postmasters Oenernl at Calcutta and elsewhere f it would 
be equally useful f r the Departments of Statistics and 
Coanerclal Intelligence and others* The control could be 
extended to embrace an increas ing number of of ices as the 
Board* s experience develops* The Board should be able to 
d.riso a procedure elastic enough to enable It to supervise 
the recruitment of clerics for the majority *t any rate 
of Attached Offices* Tho educational qualifications and,the 
examination test to be prescribed by the Board need dot 
be identical with those required for the Central Seen** 
tarlate| but the personal scrutiny of candidates should be 
insisted cm* The Board vll in may e so find ft necasnasgr 
to visit nfter due notice nt least the three Presidency 
towns In order to obtain the best candidate* from all parts 
of India for the Imperial Secretariat service* tfa recommend 
therefore that the Staff Selection Board should extend its 
supervision to the remruitaent of the clerical staff of the 
offices attached to the Government of India unless the 
head of the Attached Office is able to satisfy Government 
that such supervision is for special re sens unnecessary or 
unsuitable for his off lea* 

(Training Classes*) 

m cm m 

SO* toother question which we have considered 
In con. action with recruitment Is the provision of classes 
for training candidates in of ice procedure* Various suggei 
tions on this subject have been made to usf one suggestion 

was thftt each annual batch of candidates after selection 




ary tr lnlng in off ion w .. . 

*o«i before thoy ent 

on their actual work in the Departments* hut w eons id or the 1 
the annual unsafe®? of vataneies for clerkships In the Govern¬ 
ment of India ©ion© would not fee sufficient to provide 
material for training classes* She total strength of the 
permanent establishment of the Government of India Seere- 

t„__ _ ..... _ 

Board which has a large temporary establishment! is at ! he 
present time 610* made up a- undertow 

Superintendents* <8 

Secretariat Assistants* 211 

Lower Division cierles* 321 

Stenographers* 38 

On this basis the annual number of permanent vacancies 
for Assistants in the Uppor Division is not li’toly on an 
average of years to exceed twelve* It is possible* however* 
that later on the Away Department ot son© of the provincial 
CJowwamts may find it advantageous to Join in th« selva®©* 
m this event we recommend t at the question of providing 
classes at suitable centres for training candidates in 


Bents Committee has commended to our consideration tho 
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provision of a le-ve reserve which at present, w# understand, 
assists as such only 1n one Department# that Committee 
had reoei**©<5 a considerable body of evidence to show that 
while privilege leave could in ordinary time be taken 
by ms hers of the establishment, long lea*© hffinri eareely, 
if ever, been taken except m medical grands# The diffi* 
oulty appeared to arise partly from the inadequacy of the 
furlough allowances and partly fro© the absence of a 
leave reserve# Apart frees the consideration that tho inability 
17 to take adequtVXoflve oust he prejudicial to work, m 
regard the present system by which short lea*''# vacancies 
-re filled by temporary men, who hope eventually to make good 
their permanent footing in the office, as highly unsat is* 
fnotory# The system militates against the employment of men 
from the more distant province* who cannot avail themselves 
of short leave vacancies without a guarantee of permanent 
employment# We also found In one Department at least a 
system of unpaid apprentices, who vers working on tho chance 
of obtaining officiating 'decencies and by this means securing 
a footing in the office# We see great objections to this 
system, which should be discontinued# We consider that the 
establishment of every Department should be sufficient not 
only to provide for the normal work of tho Department hut 
to admit of adequate leave being taken* we are not in a 
position to lay down the actual percentage which should be 
sanctioned for each Oepmftmmat over and above the strength 
actually required on m overage to cope with the work# We 
suggest that the percent-ge should be fined after eonsid©ring 
the actual figures of leave taken over a number of years 
and after making some addition to this to allow for more 
leave being taken than in tbs past* In order to meet the 
difficulty of the furlough allowance# we suggest that it 
might be possible to introduce a system of eempeundtng long 




reserve without any actual addition to the exl? 


ore compelled to live from their oen 


69* It is to he aeted at the outset that the business* 


performed by the Civil Department* of the loweftnefit of 



*! mm $> 4 ***«#**♦ 


rtiWs !%■ 









CNMft' eoblfei with the near tariais either a* advisers (a«g*, 
the Inspector General of Forests and the Director General, 
Witt Medical Service) or m "attached* (e*g* f the Director, 
Central Jrtelligeney the Directors Saner©! of 

Archaeology and of Posts and Telegraphs, etc*)* Thl« 

•aped lent has great *dv r:teges,b«it it is open to one great 
IE danger, vie., duplication of ootfc between the Attached /Office 
and the Secretariat proper* The proposals of the Attached 


Office cone to the Secretariat aa a rooetpt froo the outside, 
















Imutry* the turns, of such a ' 


as nay ©the* "receipt* froa wittnut* tt is however 
generally recognised that for this ©.lass of work ordinary 
Secretariat procedure is &od asst hst tami£t©d # and can only 
lo»4 to dtipliootion mfl delay# Aeoor3i»gly f in eerta in 



a© Independent a position as possible# (See draft Jtttle In 

4 

Appendix C#}» 

S5# ye do not however consider that the Secretariat 
can entirely fulfil its duties with regard to Initiative 
by relying on such mtYMs m the ansociatioa with It of 
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it seems possible that while powers of executive order, 
statutory sanction and the like nay more and more gravitate 
to the provinces, the functions of the Central Departments 
may more and more assume the character of information, 
advice and research, which are all matters involving a large 
element of departmental initiative* 

(necessity for Elasticity in procedure.) 

S3* Notfenly the character but also the volume of 
business of the Secretariat is likely to be greatly affected 
by new forces of uncertain magnitude and direction* On the 
one hand the progress of devolution will eventually 
transfer much work to the provinces, though during the 
transitional period this process will probably Increase, 
rather than diminish, the pressure on the central Departments* 
On the other hand the quickening of activities, both 
lndutrlal and political, throughout India are certain to 
make the demands of the public on Government Departments 
more extensive and exacting* It is not possible at present 
to foresee the net result of the operation of these opposite 
forces * No proposal that we are now in a position to for¬ 
mulate can be relied upon with certainty to equip the Secre¬ 
tariat to meet future changesatoc In its work which can ot 
at present be accurately foreseen. All we can do is to ensure 
the strengthening of the higher and the improvement of the 
subordinate staff of the Departments, and th© introduction 
of a sufficiently elastic scheme*)rth of office procedure 
and higher control to admit of intelligent and continuous 
adaptation to new conditions as they arise. 

Our detailed recommendations will be found to be 


framed with these objects. 



m elastic and adaptable ns possible* Thl" Is oaply 
confiraed by tbs experience of the war* when the Indian 
Mm; It Ions Board found it necessary to depart very widely 
froa the usual ay* ton in order to iseot now condition# for 
which they found it unaulted* For this reason m doubt 
the advisability of relylnc too aueh cm detailed Office 
Manuals of procedure which* though they have their uses 
say tend* unless continually modified and kept up to date 
to stereotype o f ice methods and to arrest the prooese 
of adapting then to altered elreusaisnees# For the same 
reason vie regard the r eosaendation nod® rt the close of 










precaution taken in tho offices to register the movements 

%■ 

slid progroes of papers and files are waived in eases of 
emergency and the system la thus deprived of jguoh of its 

r Wv\JU*A • 

ytewea * yhllo the recognised procedure remains unreforsed 
there may bo good grounds for the adoption of these means 
of escape» hut their Inconvenience is very obvious end ve 
trust that the eohams of procedure which w® recomend will 
be found sufficiently elastic to make it urmecessery to 
resort to such expedients unless in very exeeptlvnal eases* 
69* Whatever changes the .future may frve in store 
they will certainly only eone into being ’ ry gr dually t 
and in the main our investigations have necessarily 
proceeded on th© assumption that the bus ln©^ s to be perforced 
will for some time to a^-me be of meh the same .general 
nature m that which is at present tr»nsaoted| i*e», 
that the typical work of a Department will be the eamal* 
nation and disposal of cases reoeteed from without, for 
example, from nom Provincial Government or ^roa an Attached 
Oft'ice, or frost some other Department or from the general 
public* Ouch a ease pursues © course through a Department 
marked by several more or leas well undented" stages* It is 
received and registered in tha office, precedents are 
attaohed and an office note prepared so m to facilitate 
the work of the responsible officers In deciding what ction 
has to be tisism* The process of arriving at that decision 
may or may not involve consultation with other Departments 
interested, or with Provincial Governments, or, in important 
eases a reference to the Secretary of State* According to 
the importance of the case, the final decision may be given 
by the timber in charge, or by the Seere ©ry or scme otter 
authorised officer, or it may require to be submitted to 
the Governor General or the snout ive Council* Oltisr-tely 
the esse eonee b-efc to the off! e to give off ct to the 












orders passed* i.e#* for the drafting*. copying and 
Issue of any neeeaeary coa&imieatlon and the proper 
recording and toiling of the ease for future reference. 

Tfans it will b® clear that the responsibility of 
the "Office” proper U.o** of the subordinate and 
clerical staff of the 9ep«rtaunt) for any ossa applies 
mainly to the initial and slatisg stages of its 
while broadly apenktog the higher departmental officer* 
and Umbers of Council are a* inly responsible for 
its iutemedlate stag*** 

(Statistics of period® occupied to 

treatment of cases.) 

«*«•«»«* 

60« As might bo expected * by far the greater part 
of the total period between receipt and final despatch 
is on m average occupied by the "intermediate* stages 
Of a case. Ife fwm obtained particulars of about 730 
eases to a lumber of selected pemptmiite during a 
typical period. vfe find th*t on an average they wore 
disposed of to 14*7 days from receipt* of which 3*4 ;§ay" 
wore occupied to the preparatory werh before the case 
reached a 'responsible officer* between subiafsston to 






office routine to a recasting of tho proeedure followed 
during tho intermediate sta.ge f i*e* t for arriving at decisions 
and passing orders* 

(Jvro&goamgt adopted In following 
sections of the Heport*) 



62* la the succeeding sections wo follow a case 
through It 3 various stages from first receipt to final 
record* It Is however oeenmnleat net to take those stages 
in strict chronological succession but to roup together In 
the seat* section all those processes for which the of toe 
properly so-called Is aa Inly responsible! i*e* t the Initial 
and dosing stages of procedure, while treating In separate 
sections the methods of obtaining duels terns of policy and 
of consulting other Departments ana novemaort' t which are 
mainly In the charge of the higher Secretariat officers# 

63# Throughout this Be port v® use the tern "Office" 
In the strict Mlam sense f ■"'Is** tho subordinate establish- 















of local administration arc so ineontcctitie that m do 
not propose any material alteration In the system* as regards 
the two senior classes o* officers. But It la Important to 


many substantial disadvantages In depriving the Secretariat 
of the guidance of permanent and experienced higher 
officials «ud forcing those who are In temporary control 
to rely much more than in Inland on the memories and 
experience of members of the subordinate establishment 


Kk 


* f* i * is 














to refer before passing on to the detailed examination of 
the ©inanimation and procedure of the Departments, 5© 
a Mtorlal extent efficiency of procedure depends on proper 
housing* At present tha housing of the Depart ,oants leave* 
mmh to be desired# Me say nothing of Delhi # since the 
temporary 'Secretariat Building there Is only Intended to 
provide for « portion of the staff v anfl in fact the proportion 
which novas from Simla is mainly regulated by the a ccocnodntio 
41 available at Delhi# At / Sia&m 9 however* ©hers the whole 
of the Departments are located for seven months in each 
year tha shortage of aeceta odatien is well known, It has 
been accentuated % the creation kx of special Deportments 
and by the additional work thrown on existing Departments 
by the war# This additional strain m accommodation will 
to son* extent doubtless' dl-appear t but in vi m of whet we 
have already said as to the probable eh*rottr and magnitude 
of future dosumds on the Secretariat wo are convinced 
that even after taking into account any reduction of staff 
that nay follow from the adoption of our proposals for the 
improvement of office procedure 9 the present office aoocsao* 


dation in Simla will continue to be inadequate for future 
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tendcuts 9m& time* in centre! of aor© than one 

room) record room arc far frost the Depart .soni to which 
they belong* Becponsthle of fleers are net properly 
protected from casual Intrusion and there Is no profit Son 
adjacent to the rooms ©espied by Members of Council 
for tfiooB^odetlsg the privet© secretaries ’ e whee t if 
our reteonaodittloe on this point in -ocepted y they- wil t 
be entitled In future# 

66* ill these defects will, v* hope* be fully 
remedied in the perawment Seer iarl*t Buildings no* bei*u? 
erected at Bet Delhi* Certainly there will he suffi¬ 
cient ftoeeanodatlon In those buildings for all reasonable 
anticipations* We strongly recommend, howe'er, that the 
important matter of internal etrangesmita os tearing on 
effeclency of procedure be’ brught prominently to the 
notice of ny oovaittee or other authority charged with 
giving detailed, instructions to the architect* is a 
•®ans to this end we pc venture to suggest that If on 
off leer be- placed on special duty to see that off ot is 
given to nr reooBaendntlons, he and later on the Inspector 
of offices whose appoint .cat we reooapend, should be 
brought into close tough with and consulted by the authority 
from 'whoa, the architect tabes his Instructions * In 
the meantime*, wo suggest that all possible measures be 
taken In consultation, with the Inspector of Offices to 
Improve the aoeesnodetion rod internal arrangements of 
the Secretariat Buildings at Simla* 

( he annual move to end frora Slain)* 

67* We have said nothing so far as to the effects 
on epartmontal efficiency of the ear al more of the 
Qoweriwsiii of India to and trm, 31,:la* It appears to 
us to b© beyond our province to discuss in any way the 
necessity of such e neve, which is a matter determined 



documents Which at present occupies so ouch time, Any 
extra cost would bo f ar wore than recouped if the inter* 
ruptlon of public business were shortened by only a few 
days. On the other hand, It Is possible thrt the steep 
rood from Kalka to Simla nay not b or th be y rotor traffic 
required for the purpose, and there may be other practical 
difficulties Which would only emerge if a practical trial 
were mode* nothing can be definitely decided without 
such a teat, and m regret that owing to the present 
nilit ry demands on act r transport sufficient lorries 
were not available for an experiment which warn!* have 


yielded practical r suits. We therefore reoomssend th t the 
experiment be made in the Spring when the next move to Slake 


68* So arvangeaents that can be demised will wold a 


serious interruption of business by the neve* but apart from 
the possibility of substituting motor for railway transport. 


there are m number of detailed ftagpeswaents by which m.e the 


result of our observation of the eutr 


■1 WO C' 


dor that 
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the intnoduct ion of bottom end acre systenetle Arrange* 

■onto for selecting* neking* conveying end re-arranging 
the 8»t«rlcl/rcQUircd by e aeh Branch together with the 
better tialng of the dates of travelling of aeabers of the 
saao Branch* so th t the units of work stay so far as possible 
remain intact at e?*eh terminus Instead of being divided 
between fch two for considerable periods an at present* 

(b) OBsistSAfios mp pmawmf- o' rm tmmn ^scestahtat, 
(Grades of higher officers 

in the Secretariat*} 

* * ** 

69* Before considering depirtwmtal procodw within 
th© "office” propur t we propose in the present section to 
exaalne the higher organisation of the Departments and the 
procedure followed therein for settling policy and passing 
orders* Th® guest ion divides itself into two part si via** the 
grades and mutual relations of the departmental officers 
through whose hands the oases pass* and th® aothode adopted 
for submitting questions to superior officers or to 
Council and for obtaining their Instructions thereon* The 
present normal organisation of a .Secretariat Department 
Inoludes Is^Vgrades of "offic^ vit. f Secretary* Deputy 
S<?oretsry» farter Secretary and Assistant Secretary* Of 
the e all. but th & last are selected froa members of the Inilan 
Civil Hervlee or other recognised la ©rial Ser^-’oe® end'they 
only ser^o in the Secretariat for a period of throe years* 
unless their term of service are specially prolonged* Assis¬ 
tant Secretaries » on the othsr hand* except in the Foreign 
end Polities! and the dueation Dopartments y ar« usually 
pegMnent secretariat of leers § who to a large extent are 
preaeted from subordinate ranks* As r@ge.rds the gradation 
of responsibility and the relative' numbers of these few 
classes of officers and distribution of functions among then 
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10* Indian 1 President 

Munition* 4 Members* 
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<* Omit* lug the temporary Foodstuffs 
Organleatl on,) 


70* It appears to be by no means mive?a*?X ; y or 

* 

mm generally tbs nde th t officers of tho lowest grade 
prepare cases for those of the next higher grade Who settle 
the minor ones and In turn submit those beyond their 
competence to officers of tte grade abase them* la place 


; iik certain, cissies of case with the 
mi cases the- established practice is 











dees* except In am very special case to which v© refer 
29 later# We / alee consider that the number and preportio 


justed «# to secure the even flow of business without 
over-tasking the officers of any particular grade# For 
this purpose the organisation should he of the nature 
of a pyraiaid f the apex of which is the Secretary and th 
the Assistant Secretaries* We feel that it is natural 


mere the real official head of the Department* the Masher 
taking on core md core the character of a Minis ter# ye 
do not favour the expedient of Joint Secretaries in the 
Dovemaent of India secretariat* except in eases of temporary 


*>! 


* if 
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each Assistant Secretary should be in direct contact with a 
definite number of Secretariat Assistants* While under this 
system all business would normally reach the higher officers 
through officers of the next lover grade, wach officer from the 
Member si or Secretary downwards should have the unquestioned 
right to send for any officer or clerk of any grade below him is 
the Department for purposes of obtaining information or advice* 

The above organisation may possibly be criticised on the 
ground that in certain cases papers which go to the Secretary 
and Member will pass through more hands than under present 
arrangements where an Ifcder Secretary notes direct to a Secretary 
or a Deputy Secretary direct to a Member* This, however, should 
be more than offset by the advantages it secures in maintaining 
unified control and in preventing Secretaries and Members from 
being troubled with oases which a Deputy Secretary or Secretary 
respectively could settle* If the full benefits of the proposed 
organisation are to be obtained it is essential that officers 
of all ranks should be encouraged to take responsibility In settl¬ 
ing minor cases without submitting them to higher authority and 
that no cases should reach a Secretary or Member except those of 
real importance* 

72* It will be noted that as regards the grade of officer 
next below the Deputy Secretary the arrangement described above 
will do away with the undoubted disadvantages which result from 
the present system under which almost all the responsible officers 
of a Department are mere birds of passage, and practically the 
whole of the permanent traditions of the Department are the exclu¬ 
sive possession of the office Establishment * We do not propose to 
disturb the present syste i under Which the posts of Secretary and 
Deputy Secretary are temporary, since we fe-r that the disadvantage) 
of cutting off the Secretariat from living contact with the higher 
administrative work of the provinces would in the ling run outweigh 
the immediate advantage gained through rendering these officers 
permanent. But we are disposed to think that their present term 
of office (three years) is unduly short and that it might with 



advantage be extended to four years. The only serious argument 
against this extension that has been put to us is that under the 
changed conditions It would take longer to get rid of an ineffi¬ 
cient Secretary or Deputy Secretary. We do not, however, attach 
importance to this objection, as w© consider that it ought to 
be possible at any stage to return to administrative work an 
officer who after trial proves less suited for the very different 
requirements of the Imperial Secretariat, without casting any 
slur on his capacity for administration. 

As will be seen below, we contemplate arrangements under 
Ifhich Indian Civil Servants of the age and standing corresponding 
to that of Junior tfti er Secretaries will still have an opportunity 
of gaining experience and training In the Secretariat though not, 

r 

as at present, as a separate grade in the official hierarchy, 

73, The proposals made above will result in a considerable 
addition to the number of Deputy Secretaries, and while this will t< 
some / extent be offset byfcta the A t iw a k discontinuance of 
"Joint* or "Additional" Secretaries, it will no doubt involve 
an increased charge for the salaries of the higher responsible 
officers, we consider that such an increase in the higher 
staff is absolutely necessary if the Secretariat is to play 
its proper part, and in particular if it Is to be made capable 
of responding to the larger and changing demands which in our 
opinion are certain to be made upon it. The higher Secretariat 
officers are the mjqn official advisers of Government on adainis- 
trative problems and policy; but it is hopeless to expect them 
to perform this task adequately if they are habitually tied to 
their desks, and "snowed under" by a perpetual succession of 
current papers, with no sufficient time to tour, or to maintain 
direct contact with the unofficial worldjjpe and without the neces¬ 
sary leisure to study the larger problems of policy especial! 
in their earlier stages. 
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Jr spite of the individual capacity and energy of most 
of the higher officials of the Secretariat, it is obvious 
that under present conditions many of then are overburdened with 
current work, and when, as frequently happens, their ranks 
are depleted by absence of members on leave or special duty or 
through sickness there is no margin to enable the Department 
to be carried on without serious prejudice to its efficiency. 

It is our considered opinion that the present Insufficient provi¬ 
sion of senior officers in the more hard worked Departments 
is more responsible thantex any other single cause for the 
delays In procedure which it has been our duty to Investigate. 

We therefore regard this particular proposal as of 
cardinal importance, and we venture to couple with it the 
recommendation that no restriction should be placed on the 
discretion of the Member in charge of a Department in authorising 
any of his higher officers to tour. 

(Utilisation of services of retired 
Officials and business men for 
Special mac work in India.) 



74. There is one difference between the conditions of 
Indian and Home administration which strikes an observer fresh 
from the united Kingdom very forcibly, via, the alrasot entire 
absence in India of the experienced retired official who in the 
Dhited Kingdom is readily available and admirably suited to 
undertake special work for Government, e.gj to serve as Chairman 
or Member of a Commission or Committee to conduct some particular 
inquiry. Former members of the Indian Civil Service and other 
Imperial Services would in some w-ys be even better suited for 
such work than the corresponding officials of the Home Civil Ser¬ 
vice, since they retire at an earlier age and have frequently 
passed through a more varied experience. It is only natural that 





u 


of these offleers as wore bom In ilia tksited 
shouM look to return to the land of their birth as soon 
«« «*• anXMitoft fron official work* She result how- 

owmp to the Intercuts -of higher adnSnlstsetion 'in Mis. 

.1# voiy serious* Us bars been struct with, the groat diffi- 
suit experienced by th» Government of India In 


its ocmaittees or la smites finding qualified* represen¬ 
tative* to undertake special s mie«s without depleting 


tho ©eiiwe staff of the Departments and bus Impeding, 
public business# Though the gradual increase of ths feSiaii 


t-om element .In tbs higher iigfelie services spy ultimately 
dinlnish tho diffi<juity f this reaedy will only operate 
very slowly* 

Ub believe that s largo number of retired aeabers 
of the Publis Services would willingly respond to an In* 
citation from the Gewemaent of Mia. to return tempora¬ 
rily for the purpose of some specific work of the kind 
indicated above, and we think that the utilisation of the 
experience of these, especially during tho first few years 
of their retirewnt|. would be of great advantage to Govern- 
aontf and would amtoadally relieve this pressure on the 


»» net suggest big that tho Government of Mia 
should have may legal olein on tho services of retired 
offtotals, but we think that In order that the above re- 


•gnosndatMMi any bear fruit, it would be useful If a regia- 
tor wore kept. tfey the flame Department or possibly by tho 



dffloe) of the naans ans addresses of 



of the 



Services 


certain status- end 


cualiflosttons who hove retires within (say) the previous 
five years and who m reiireaent have luttnoted their wllllng- 
fiets to fee considered for occasions! enployaant of the kind- 
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lift believe sisilerly that ther© arc mm/ eapnh 1* bus to. 
sees sen who have retired frou work to India who would 
be all© and will tog f if *pp*oeolwd by Oovernwsntf to retun: 
to India to serve on ipeoiel Conraittee or Consists ions / or 
to unSerteke other work of « a toil nr ktodf and that advakteg 
would result fro® the utilisation of the servleet of such at 
(Procedure to disposal of ease# 
by Officers*) 

X* * MA¬ 
TS* As regards the -etual procedure for diapostog of 
oases| we have received strong representation* to favour 
of the more general adoption of the Method of person*! 
interview and verbal consultations between off leers to place 
of writing notes on the file* to sons oases officers who 
have had m opportunity of serving to Departraen’a both to 
India ansi at ftone have expressed a preference for the 













a view to the discussion and speedy aispos.nl of business* 
we think that this practice alibi well he enjoined in m 
new Buie in the Secretariat Instruct Iona and wo have aeeon» 
dlngly drafted such a Sole (sec Appendix C)« 

(Private Secretaries to jfeobers of Council*) 

TO* The pressure of work ±x m Umbers of Council 
aeons to us likelp to be increased in the near future 
owing to the operation of the Heforas coheae* A greater 
proportion of their tine win proha ly be occupied with general 





















for this mmm ms& 4ao tsm tfc* fact that tho frfoato 
If th«y «m to bo of fall vain* to th* 
anst noooasiitriiy hm ttOectsa to ttaiorial of # highly on 
ftd«nti«l ohsrft^tMTt wo think it aoooftvosy to stipulate 
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(Spooial eaoo of the Ftusaoe 
Bopovtocmt tMor So«ret**ry*) 

77* Fro* our proposal to abolish the Efeaor Somterlot 
thopo Is ooo oxoeptton to ho made* It h*e toon strongly 


















te vhiah thoy a*© 6 tract Xy 
quaatims ©f 9due©tio&*a or firm- 
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80* It has bwen represented to us by the Comptroller 

end Auditor General that the business of the Governiaent of 

India at;ht be expedited by certain modifications in the 

organisation and procedure of his own Department and a 

readjustment of its relation to the Finance l&stiber* We 

are of opinion that the Indian Finance Depart, «Ot is not an 

Attached Office within the meaning of cur reference f 

we are therefore precluded fros lnve tigstlng its internal 

arrangements* But if in the Judgment of so competent m 

authority as the Coopt roller and Auditor General substantial 

delays of the business of the Secretariat result from rested 1» 

able defects in the constitution or st tun of his Department 

or in its relations with the Government of Xhdte 9 it seems 

to us cleax/th’t the question raided ought to be careful y 

investigated by the proper authorities* 

(She Board method of Procedure)* 

81# We desire here briefly to r fer to the Doard 

method of pros©’ -re which is 11 ustratod in the Government of 

India by the Hallway Board and the Indian Munitions Board* 

t 

This form of organisation implies the appointment of one or 
■ore high officers t above the Secretary 9 charged with definite 

functions and. responsibilities for particular branches of work* 

% 

and subject to the supreme authority of the President of the 
Board or number In charge of the Department# They meet 
periodically as a Boar to discuss the larger questions of 
policy* Tbs advantages of this organisation are that it 
relieves the hoasi of the Department of all but the nest 
important work and enables a responsible officer or effleers 9 
representing the Department 9 to tour freely 9 supervise 
outlying centres of work and obtain information on t he problem 
with which the Department has to doal# The possible disadvazw 
tages of the system are equally apparert# It*> successful wor’-ii 
depends largely on the personality of the Members of the Board, 




SS« Haferenoee to the fiseeuti"© Council fora a very 


mad© by tb© Governor General 4© Council or by seme officer 


St follow# that all quonttona 
involving issues of policy at© liable to b© referred *o 
the Smeoutive Connell for decision, and In examining 
the possible onuses of delay In prosedure In Civil See*©* 
tnvtatfp It Is necessary to consider how far any avoidable 
delay arises in practise either threugi an ftsetosslve numb©; 


powers 












rules which govern the met er prescribe Id affect that ess 
Id which Departments differ* or la which the Governor 
fls h era l differs from the Departed t eoneeeneAf-a? 3 d which 
it is proposed to legislate or to send a despatch to the 


to Meatoars of Council# la other ease# the Governor §er, 
determines "whether and when a or so shall be brought Iks, 
a meeting of Council* {Bales 19 of the Holes of Bailee* 


has been 


to ms that the 


of tills M# 


as interpreted in free! toe creates m undue pro 
f avour of eiroulstlng cases to council males a there be a 
reason to the contrary* whereas it is? contended t 
sinaption should be in other direct ion * vis** 


nose r 


referred to above) 


we neve no sufflelemt memos of i arming an fioR®f?eiste 
whether In fact tha of feet of'the present Rule is e 
suggested» but it is clear that the Council method 
with oases is necessarily a slow one* and that ts/t 
interests of Aeepatsh of business it should only be 
resorted to in really import: nt trees* 









arc therefore disposed to suggest that the words 
abovo quoted from Male 19 should he modified so as to rend 
as followsiW*i«in make the necessary order unless be consider) 
it necessary to bring thu ease before a meeting of Cou nc il t 
In which even he will determine when the ease wh, 11 bo «be 
•• ^«*ght before Connell* «te f , etc* (as in Hale)*" 

84* It Is necessary, however, to guard against the 
possible danger that under the operation of the amended 
ItOe Members of Council may tend to lose tholr grip on the 
business of Ctaversssent through receiving Insufficient 
information of the course of important departmental proceed ing s 
This Is no reaeon for saddling the Council with tho discussion 
and settlement of questions th*t see properly bo dealt 
with deportmantrlly, but we ere inclined to think that there 
is a ease for supplying Members of Council periodically for 
their information with a brief summary of the more i mpor t a nt 
current proceedings of DepartsMnts«MMi^cial2y those which 
have been settled by orders of tho Governor Qenorsl* 

140 ^ ttd<2 adoption of tho reocossendatltm made 

In paragraph 85 together with tho expected diminution in 
the number of oases atamatxk m hA m referred to the Seoretaxy 

of State will decrease jgfi tsntn the number of eases circulated 
to Connell* 

88* la regards the second point, vi«», the procedure 
adopted for circulating cases to Cornell, we nre of opt ion 
that the present system is unsatisfactory, both in causing 
unnecessary delay and in giving insufficient opportunity 
>..‘© the Members to study the oases before the meeting of Council* 
Tim existing method (which more or loos follows the Holes of 
Business) is to circulate the file to Members In order of 
sonlority* each Member noting his opinion successively cm 











fill though my ifeahor would ho at liberty to «sk to soo 
it if he so c*os trod* hay K*aber sight also ho at iifeorty 
to note that ho desired to res errs hit opinion until he 
had soon the not# of any poelfied Mr* this would 
aoot the only serious avguttrat whieh has boon usod to m in 
fatwont of tbo peasant syste» f vis* # that It onahloa a 
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such of these officer* as were bora in the tksited Kingdom 
should look to return to the land of their birth as soon 
as they ere released from official work* The result how¬ 
ever to the Interests ~*f higher administration in India 
is very serious* We have boon struck with the great diffi¬ 
cult experienced by the Oovernment of Indie in manning 
its committees or In rarritss finding qualified* represen¬ 
tatives to undertake special s rvices with ut depicting 
the active staf of the Departments and thus impeding* 
public business* Though the gradual increase of the Indian 
lorn element in the higher ublle services may ultimately 
diminish the difficulty* this remedy will only operate 
very slowly* 

He believe that a large number of retired, members 
of the Public Services would willingly respond to m in¬ 
vitation from the Sovernaent of India to return tempora¬ 
rily for the purpose of none specific work of the kind 
Indicated abovef and we think that the utilisation of the 
experience of these* especially during the first few years 
of their retirement! would be of gre^t advantage to (Severn- 
aentf end would aaieuially relieve the pressure cm the 
Departments* 

itJe are not suggesting th- t the Oovemaent of India 
should have may legal claim cm th© services of retired 
officials* but we think that in order that the above re- 
oomiendatt ns my bear fruit* it would bo useful if a regis¬ 
ter were kept (by the 'tom Department or possibly by the 
India office) of the names an' addresses of 

officers of the Imperial Services o f certain status and 
qualifications who have retired within (say) the previous 
five years and. who cm retirement have Intlmat.xi their willing- 
nees to be considered for occasional employment of the kind 
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of Stott* should to retorrad to only 




Sarrioas «ra af footod op stora 



iKuHflhilikJte .^idUfe. 

marB gaSa « 

ft largo 


otter torrioas to wry 

of r#fayanoas oonoatntog tha Provincial 


and Subordtoata fewlaast hy • now 




duty tdOomnota alas it to propooad to toaraasa tte 
OftwinoMBt of led to*« pewars of granting toora asad 
ranunaratton to aft loans In tte *todtoB* iarvtoa*# 


Wa lm traaad aigtoftftn daspatohas to ana ytar 
ralattog solely to sush duty ftliewanoos* It to 
propoasd to gtoft to tho dowwawnat of India increased 
yftMWft to sanation tawporaiy apt&totoantSy to / gtoe 


than full powers regarding henspartoy «d to Sffttoft tte 
Halts of sanation toasPtato aasas relating to grant* 
of land m I p&mimm of tomui afftoava* 

Stoondf ffftottoftUty full paws** tow teen suggested 
for too Oaweraaszit of tod to aft rftgaxto expenditure 
saaossted with itotoiduals not to the servlet of 
Oawarnaanty toil* swob higher Unit* haw baan suggested 
for thair powers to aonr.ootion with eipeaditur# on 
outs 14# todies, such an looal Boards m& oharitabla 
tostitwttone* 


Thtody it to proposed that tte ftxtottof powers of 
sanction of tha Oowmaosit of India on Civil lories 
and torigatton tettey both thoao ftoauoad froai 


revenue 


tearaasad* 




tt* It to etetona ttot if the*# 



Mtaia 

mmm 


agraad to iter# will to a gmat reduction to tha unstop 
of r«f•«•«»#•« to tto Secretary to of State* to am 
noty of ftaunsay to a position to $»**• of all th© totalis 






of proposals an these general Itoasy if 
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to the Suntiiy of itste to their form, wa consider 
that th® profit system of ooaauriicetion is capable 
of some iajaowei»nt # Secretaries to the Soeernmsni 


Departments to tho India Off loo la plaoe of despatch® 
la'the following olaasas of oases sublet, however y 
to the understanding that only purely fcanal business 
■ay he so dealt wlthw 

(a) the submission of pepsin 9 without consent 
or eiqpressieii of the views of the 


contained in the papers tftanaelves y 
for the inf emotion or orders of the 
secretary of state} 




in despatches with ell ttw. foranlity of 


9 * 


M 
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discretion In selecting subjects for official letters 
Bay safely be left to them* 

2n Appendix 0 ee suggest a redraft of rule 34 
of the Secretariat Instructions to glee effect to this 


proposal* 



(Circulation to Manners of telegram 
despatched to or veeeleed from the 
Secretary of State#) 



There Is one nossOy Is the rules relating 



•fe 5 4y 










for their information ought to depend on Its contents 
and not on the netted by which it is trnnsnitted, 
though m fully recognise thrt eons Horst Ions of 
urgency (which naturally apply auoh more to telograos 


than to postal despatches) stay frequently sake it 
Inadvisable to delay issue until after circulation* the 
present rule therefore needs to be revised so ms to 
provide for the distribution to / Mashers of Cornell 
for their information of copies of (1) all telegrams 
froa the Qevemaant of India to the Secretary of State 
which, If they had been sent by post* would h“t» been 
treated as despatches* (3) all telegraphic replies 
froa the Secretary of Strte to despatches signed by 
Members of Council 9 and (3) all other official tele, 
grans from the Secretary of State dealing vith natters 4 
grave public Importance. This rcotsoendotion Is to 
be read with our proposal In the prooedlng paragraph 
to dispense with the signatures of Umbers of Council 
to official ea-wnteations addressed by the Govern- 
Bent of India to the Secretary of State on natters of 
adnor importance. tie do rot suggest altering the 
previsions of the rule regarding circulation of 
telegrams before Issue* bat m suggest that copies of 





(Procure in issue of references to 
the decretory of state involving 
sanction to ex^cd itur©*) 

mh gw Me 

Vfm There is o m further natter of procedure 



rules have at pares ant to lie issued by the Finance 
Departaont* It Is frequently the esse that the 
point requiring financial sanction is relatively 
unimportant in comparison with the administrative 
quest lorn involved f sonatinas a very minor point in a 
big sohone f departmental reorganisation* The Mainls* 
trative Department does in fact draft the despatch or 
telegram* and sends it to the Finance Department for 
approval and issue* The result is likely to he 
considerably greater delay than would occur if the 
Administrative Departssent itself .issued it* Sport from 
the fact that the detailed wording of a despatch will 
probably be subj -ot to greater scrutiny by the Finance 
Depourtmsiit when tb~ latter has to adopt it as its own* 
tho actual operation of the issue of despatches* often 





sine# than on more than one occasion, hot baa* It 
appears, bean nlntsined in order to ensure, first, that 
the necessity of reference to the Finance Department 
has not been overlooked | second, that there has been no 
misunderstand lag cm the part of the idainis ratlve 
Department in regard to any cm it lone er limits which 
the Finance _Department has proposed! and third, to 
enable the Finance Department to have in a convenient 
form a complete and upwteMiate record of all eacperr-iture 
proposal® wide to the Soar tary of State and of his 
orders on them* >fe do not wi»sh to underrate the inporw 
tanee of these arguments, but we bell re th t th ■ same 
results could be secured without the actual issue of the 
despatch or telegram by the Finance Department* The 
draft should, as at present, be referred to that 
Department, and after its return th® Administrative 
Department should not be authorised to sake any material 
alteration in the wording of the financial proposals 












are In/raost eases essentialf nor do vb regard with fawou 
the general adoption of any of the short sat" which 
Slave U Mrs from time to tint suggested for reducing then* 
We consider that In certain limited classes of questions 
circular references to &eeal Governments can be avoided 


of the Government or India to the 
various local Governments to discuss 
with them on the spot the questions 
at Issue* This method was adopted 
with advantage recently In the dis* 


prepared to send their representatives 
with sufficient authority to a rrive at 









turn bhbu vo wmm mss nn» 

VbrthmMmt Frontier Province f Delhi, Ceors, etc*,, on 
questions in uhlan they are hardly or not at all concerned* 
9arift 100* One came of delay in replying to 
references from the Government of India has been that 


local Oovexmattta have been .in th. habit of consulting 


too large a masher of mbordinate officers, with the 



result that their ©piles have been delayed end the 


opinions aany of ehleh could be of little value* Action 
has- already been taken In the IS &m Department 1 # circular 
letter ®a*‘P€%.Publio f dated the 9th June 1919, to stig^et^ 
to local Goveitaaerjt# tha desirability of confining 
their references (as so m of then do already) to a 







bo found in Appendlx C# 

(lhter«*depart:;iental references*) 

101# However carefully the functions of BsparU 

monts aro allocated among theta it trill always be found that 

a eon&ldeable proportion of the eases which corns before 

any given Department can oi be disposed of without 

reference to one or acre other Departments which hnee 

an .interest in certain aspects of the «*ee* ft Is 

obvious therefore that no reform of procedure can possibly 

do away with the practice of Interdepartmental references* 

Me have, however, to oonalder whether avoidable delay 

arises in the civil Deportments either from undue 

multiplieatIon of iatordepertaentel references or from 

the char eter of the procedure by which such refer or ess 

are effected. 








103* She present procedure with regard to inter¬ 
departmental references depends on Bale 11 (1) of the 
Boles of Business, wis,, "8very ease, the subject of 
which concerns mothr Departasnt shelly unless It is 
of extra©© urgency* be referred for consideration to 
such Department bcCore it is circulated to the ftaabers 
or brought before a nesting if Council* and before any 
orders are Issued** 

the ninest universal a thod of reference is to 
sent the file to the other Departments where after 













If there is any doubt Whether such informal consultation 
would satisfy the requirements of rule U 9 vt re c ooc a ap d 
that the terms of that rule should bo altered so m to 
restore that doubt* (The toms of the taeifiod rule 
suggested, by m will be foun in Appendix C*) But if 
the adoption of this netted of personal discussion, s ns 
tins In the case of consultation between two Bepertwents 
the sawing is still nor# eanspernsem where a water of 
Departwmta has an opportunity of familiarising itself 
with the mm before the confer ones takes plate end that 
the result of the seating is properly recorded * 
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lipiwitMli 

10ft* Thus© defects are so grow that tf we snw 
no other effectual rmody for then m should not host- 
tat© to recossaend the abolition of the present system* 
On the other hand* m ire hound to report that with fs« 
exceptions the officials whose opinions wo value have 
been strong adherents of the saethod of consult at In 
by files rather than by corx*ospondence• We atust adult 
that It Is aero consonant with general Indian practice 
















saving of tins shlab it ensures* Is impossible, 

106* These defects art so grave that if we saw 
no other effectual reaody for them we should not hesi¬ 
tate to reeoaaeBd the abolition-of the present system* 
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me nose© suouis m rsao^ea* 

<«) 

When it is necessary to consult acre than one 


nt cA a case such consult at loo ahnuld na m 


rule take pine* s imultaneously* The only exceptions 
to this rule are eases in Which the roltiplicntto 
of the documents to be sent would iiwolr© en excessive 
expenditure of time and labour* or in which the 


occasion 

arise tm 

sent is : 

xor oonsuinans me second Department does not 

til th© result of eontultliig some- other Departs 

known. For exaaple* it any he useless to 

consult - 

the Public Work* Department about plans for 


housing additional staff until it b© know* Whether the 
Finance Department will authorise the necessary expordi 
(?) Hher# alap&taneous references are nod© to 
a're than one Department* the file any* If desired* be 
sent to one of such Departments* oo'Ksunioation with the 


o trier v* 

pflWMnvs oeing ny written OKwaornmuB except in 

cases eli 

(S 

leh can fee disposed of by verbal consultation* 

) UuXe 14 of the Secrttarlct Instruct Ions* which 

lea crib©; 

s the procedure uhen a difference of opinion 

between i 

Departaonts is disclosed, should be strengthened. 


discussion should invariably take the pi* 

•* >j^K #» * i^_.4?T 

vw notingf and in any ease where the two Henfeers 

in dhargi 

• of the Departments spree *fter personal die* 

cussion* 

the Secretaries should sect am put up a Joint 

not© giv 

lag th decision* after which there should be 

so forth 

<»} *no ?mmmm or mricuR, 

(Office Procedure. General Haaerka K 


th decision* after which 


jjyi 


office p 

loeedure we are conscious of the great diffl» 

sulty of 

our task* th# characteristic procedure of the 













a ay 

rasporwlble officers of broad outlook* 1% are sot 
attributing any blame to imftieiftuitl of floors on this 
aeoCiSit | *3 wo !rvc fully explained alseehero thu caused 


which tow hiterto been 

ibl 


effective supervision 

t 


details of office procedure we see e^ery^'mr© the 
Ino^ltable fruits of this went of supervision* coupled 
with the natural tendency of unsupeervlaec: subordinates to 

centime aeehanlo&lly carrying out instructions and 
rules after the circumstances which gave rise to then 
have ©hunged* We have made a very careful and detailed 
examination of the actual working of the present 
procedure is selected offices and we have come to the 
conclusion th*t it need* very considerable modification nsd 
simplification to dept it to modern requirements, our 













devotion of the Secretariat staff apply to the office 
staff no les -a than to the responsible off tears* 

30®* She details of oar r@e'*n«t3dotionrt t nvny of 
which arc somewhat technical* are incorporated In 
Appendix B* In the present chapter we only propose 
to draw attention to the acre important of oar pro* 
pose,la which Involve substantial changes In the existing 
procedure* She Bain objects which >m have kept in view 
have been to eliminate all steps in procedure- which -re 
shown to be superfluous or to fail in actual practice* 




erf attainIngithe desired endf to ensure that' eases are 
placed before are# pens Ible officer with the ^ 

ed dely, and generally to bring the officers Into mteh 
closer relations with the work of the office; to centralise 
the acre mechanical operations of the office; to 






Branch should bo constituted to deal with this soot ion 



In on© or two Departments and In others it has boon 
triad and abandoned* Mb fool coRrlncod, however, thnt tho 
advantages of tho arrangement outweigh any possible 
disadvantages, and also that there are strong reasons 
for grouping In a single Branch the 'analogous operations 
ecttrected with receipt and issue* The typists employed 
In e Central Issue Branch can bo continuously alloyed 9 
and arrange ents for urgent work ean be bettor regulated* 
the typists should be specialists at their work accustomed 
to the m« of tabulators, able to prepare stencils, and 

with the working of tho lUseo duplicator (which, 
whore it exists at present, is es a general rule / not 
used)* With more efficient typing tho necessity for 
employing examiners to compare typed documents with 
originals will largely disappear* *te sag ©st placing 
this Branch under a Registrar car Senior mperIntendcut 
ireetely responsible to an Assistant Secretary* 



(FIX® : uabor System*) 

III* Our second rmmmwAsi&Um is for the adopt ion 
of a continuous s-lf-explanatory *FUe number* for eoeh 
flio, in the piece of fortuitous numbers for every 
docts& nt received sad issued* This number should be the 
distinctive number of every document relating to th-'t 
file which Is recdlspod in or issues from the Bepartacnt* 

A syate sa c a ribc R of FIX# numbers is already in use 4a 
the Bervjssi® and agriculture Departat«it and the India© 
Munitions Board* «ad has* m mad erst end* proved satisfactory 
Amms the advantages of the system arc that It simplifies 
the dl&risla, and assists tbs rapid linking up of 
fresh receipts to their appropriate files $ it facili¬ 
tates Indexing of correspondence at the tin© of receipt 
and enables files required for referencing to he promptly 
.got out from the accord Booms* 

Wt consider it Unnecessary to open a epar^te 
file for every letter on a fresh subject* however 
unimportant or ephemeral* as is usually done at present, 
idaorc a letter requires to he submitted for information 
only Mm or admits of a dear cut reply which vlll end 
the correspondence end where the papers have no perma¬ 
nent value* any instructions can suitably be entered 
on the letter Itself § and the letter* or the letter 
and. reply* earn be placed In a miscellaneous correspondence 
file in chronological order* 3uch files am be bound 
up at the end of a suitable period determined by 
facility of reference and handling* 

112* a® at* vah great taper cnee to the immediate 
broking up of receipts which deal with mam than one 
subject* so that these can be handled independently* 

The necessary copies of the original receipt or extracts 
from it should be made at once and separate files 
started for each distinct subject* This will save 



much time especially In eases In which some of the 
subjects can be readily disposed of while others reg 
prolonged consideration. 

(the File Bureau. ) 

113* & recommend that 'all work In each Branch 

relating to Clarising t indexing 9 narking of progross 




will be found in Appendix B. 

(the lh&ix*) 

114* we consider it most important that the min work 
of Indexing should be don© at the tine of receipt of 
44rre»pondeH4e and that there should be available in 
each Branch cm automatic Indis aecurmte and *1 ays 
ujwto^date. If is also Important that before files are 
recorded any important rulings or orders contained In 
the note:’- should bo indexed* Files received from other 
Bspartaent#. should* we consider* be included: In the 
Indite* this procedure coupled with the adopti n of 
a system of distinctive File Buahcrs should reduce the 
nee»*sity for the numerous maguest* now made for copies 






«t later year than 191? and the monthly* indexes wore 



individuals nre usually rolled on, and the Mesas on 
which so much labour la expended are CKsapar&tiwely little 
used* 


Tho present system of indexing results in much of 
the information existing in files being lost* He 
regard correct indexing a# the pivot on which successful 
referencing turns, cad m therefore attach special 
importance to this work* / It should be entrusted 
tome a senior Assistant and, m will be seen free 
Appendix B, paragraph 39, we consider that the Assistant 
Secretary should also assist In the Proper selection of 
tiie subject headings for the index* He have also 
recwnacoded that all letters issuing froa any Department 
of tbs Secretariat should bear at their head a Abort 






of other forms of Ind«»«-suah as e loose loaf# Index, 
which is employed Is son© of the offices Is "riflmii ■ i 
provided that it fulfils th«|beeessary requlxcser.ta of 
bein^ readily workable and never la arrears* 

the prepare ion of a printed 2nd«t from the Card 
Index* for whatever period it asy be required, presents 
m difficulty and could* we believe* be completed 
within a few w©@ks, W© rceonaeia! th t a duplicate of the 
Card Index be kept for the purpose of preparing therefron 
any booh index required* 

(Early milsainsion of receipts to officers*) 
lid* Wo attach great import-nee to th<i early 
sutalsslon of all receipts to an officer* The advantages 
of this procedure are that it enables the direction As 
.to the correct handling of a question to b© given at the 
beginning by the officer who will afterwards deal with 









cing, noting, or drafting that may bo required. 

117* We hero had considerable di ficulty in deal* 
ding whether or not receipts should be linked up to 
previous papers before submission to the As-1stant Seere- 
ia*ar* Us are all agreed that the present practice of 
delaying submission sometimes for several days until 
every previous papersnd reference that can possibly be 
required hns been searched for and attached requires 
to be radically altered* Some of us however consider that 
a possible short delay in submission in order to at* «ch 
the previous papers of the current file would, except In 
very urgent c ses, be amply eomsnsated by tbs saving 
of tine an trouble to the Assistant Secretary t who 
otherwise would, in a large number of oases, tend merely 
t© refer lack the receipt to tho Brandh is order number 











ifleferosteing and Rating,) 

118 * Iteming now to the work of the issistimta In 
the Brench In preparing oases fay officer** * doslre 
to refer briefly to the questiooa of referencing and 
noting* 



We found a general aacsensua of opinion that th© 
refaronoes pit up are- ©softest*®* that referonoes are pot 


Indicated that this, is necessary or the orders of the 
&i$H>rliitend est in thp Branch ham been taken* itiNMi 
references ere put up they steiM be restricted to those 
actually required in dealing with the e use* Hiare 
references to previous letter?? occur in the doois^nt 
mider eonsid©ration* the filet oonta nlng there letters 
should only be put up if required to elucidate the 











kept in the office ere not at pro exit stored In 
the aest accessible way while the Hocord Boons are 
often at a oonaMereble distance fro* the office 
where the records are used. 

Hi* the question of excess ire not in*; has bean 
the subject of inquiry on several occasions# It la 

that while the mesmran&un leaned 
by lord Curston in 189' has effects a certain reduction 
in office noting there are still considerable Possi¬ 
bilities in this direction* end our examination con¬ 
firms this view* The rules in the pro ont Secretariat 
Instructions are dear cm this subject* but our eamni- 
nation shows that these roles arc not being generally 
carried out* It is obvious that intelligent guidance 
from the A-distant Secretary as to the kind of note* 

If any* required will be such acre likely to check 
useless or Irrelevant noting than any hard mad fast 
rule* tinder the procedure which we recoanend no 
office note will in future be prepared except by 
direction of m Assistant Secretary# fhile we think, 
it desirable to encourage Assistants to show their 
in noting concisely and intelligently on 


the cases with which they have to deal* we consider that 
acre could be done personally by officers than is dene 
at present to give proper directions in advance and to 










draft which ha can accept with or without modification 
and so complete action* Whore iweessaxy an explanatossr 
office note may ho sent in with the draft* hut the 
Assistant should burn impressed m him the dosirability 
of disposal at the earliest possible ammsm t where the 
action required is sufficiently clear to permit of this* 
( Checks on delay* ) 

120* In order to check delays la action and to 
keep trace of files m which for any reason action 
is in suspense* there exist already in different 
ESepartaemts a variety of reminder lists* Arrear lists 
and Suspense and Await .Lists* We haw examined these 
different systems and m find th-1 all of them labour 
under the disadvantage that it is necessary to fix a 
definite period on completion of which the check 
comes Into operation irrespective of the special 
circumstances of the individual ease* Me believe 
that any -mere mechanical submission of statements of 
40 'arrears or pending eases at the end of a fixed period; / 
must tend to defeat itself by leading to n like aechani* 
cal handling of these statements* Especially will this 
be so when week after week or month after month the 


statements Include film which can' ot possibly follow 
any fixed rales but perhaps occupy all th* time that 
m officer can five them over a prolonged period* Me 


““1 iheref*— 
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discontinuance of the present 









40 


unnecessary Interim reminders end will make the Assistant 
dealing with the file responsible for fixing a suitable 
date for the reminder to be issued* Ihe introduction of a 
"Movement Sheet* will also ensure that the point at which any 
delay in action has occurred can be ascertained at once without 
reference to the notes cm the file* 

(Service Stamps*) 

181* The use of Service Stamps involves a considerable 
amount of labour in the office and we are doubtful whether the 
advantages secured by their use are such as to compensate for 
that labour* We believe that it is admitted On all hands that 
there is a great waste of Service Stamps due to climate causes 
and the conditions under Which they are kept in the offices| and 
while we have no reason to suspect dishonesty we are not 
satisfied that the checks maintained over the issue and use 
of the stamps would be effective in. ease of need* From our 
inquiries we ©re also satisfied th^t any estimate of the work 
done by the Department of Foots and Telegraphs for the various 
Departments of Government, based as to at present on the value 
of service stamps issued, is inaccurate and misleading. 

We are as ware that the discontinuance of Service Stamps 
has been considered more than once in the past, but we are 
not satisfied from a perusal of the notes recorded that the 
disadvantages of the present system were fully realised, or 
that the possibility of replacing the system by an equally 
efficient and less wasteful check was fully explored* We 
recommend that this question by reconsidered by the Government 
of India* In place of Service Stamps for telegrams 
we suggest the extension of the fist of O.H.H.S, Telegraph, 
forms to all Departments* Letters and postal packets*, 



the Departaant and alse seas distinctive design 
associated with the Department* 'Should Service '"temps 
be retained* the sooner both In which they ere issued 
and in which they ere kept in Departments requires 
serious attention and- m should in any case recommend 



handled and the lead on telegraph line® and cables 
reduced to the minima necessary we r©c«®t;send that 1 
question of ooapllin.; a ne*# code for (table ass sages 
arranged on modern lines should be at once taken up 
with aspects in Um'm» 

■ With reference to telegrams within Mic t we 
believe- the general rule hitherto h-s bees that unl< 
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by Making it th© rule and not the exemption to send 
dll telegram in code, 'W& understand that in all 
l'-rgo cosuercial houses telegraphing in India la tea 
in cods, and where the work of ending op decoding is 
done by a dark aeeustoaed to such work there is no 
appreciable delay either in receipt or issue* 

Asffltalne that the last reeoaaondati n is accepted, 
we recoamnd the coapUati-n of a suitable simple code 
at an early date* already snail codes do exist, (c,g. t 
in the Conferee mad Industry Department) and these 
should be amalgamated, 

(Printing)* 

133* Ife find it Impossible to lay down general 




to Press edit the file and out out any notes or other 
matter which arc mt of permanent value* For Instance, 
ell notes and discuss ions leading up to a decision, 
wb-,n only the decision is of Importances all notes 
whether by an Insistent or by an officer which are 
shown by Inter noting to be incorrect, and all smaarlea 
of cases made when the file is circulated to other Depart*, 
manta should be deleted* HI such superfluous mttm 
not only congests the Pres# and mater 1 for delay in 
printing bat adds considerably to the labour of the 
official# who h*Te to refer subsequently to the record* 

Our QXfmlmlim leads us to believe that the notes aa 
"t present printed ax* apt probably not less than-, double 
what Is necessary* 

XSd, In this eatti.oetinn we would note that in 




wo found desdUeff lclal letters and notes bearing cm the 
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126<i tt m prints copies hawe boon received and 

compared with the original*** cheek which we consider 
should never he omittei*-ome printed copy should he 
sent to tho File Bureau of the Brans': to which 
it belongs and the original with the retaining printed 
copies to the accord Boo®* Wo deprecate the practice 
which obtains in tea* Bepartssonts of storing the printed 
copies of files in the working office* It diminishes 



ease of 000010$; hut tests demonstrated that a printed 
copy could be obtained fro® the present badly located 


Becord Bow in two or three minutes* It nay be neee*» 


sssflf in certain Branches dealing with specially 
confidential wcfte to enlarge the File Deposit in the 


copies of this class would be 
with in a special section of 




of Contents♦) 


127 * If r- 


-h ft a we have 




ICfiVt*. 


•i.'1+T «i t 









Index for the Department m a whole* Wo are.- tamvare 
what um 1 s sad© of then© records by the India Off la©) 
hut we recomend that) subject to the ooncorrene© of the 
Secret ary of State *— 

(a) the combined departmental index be printed 
tirlaimtullyi 

(b> Hoathly Branch Indexes be dispensed with) and 
(o) the preparation of all fables of contents 

both for print©* and imprinted files 
be diecontinued* 

He may add* however* that the- adoption of otr asiin 
reeettiendat ions m to a Card Index would ndee it 
perfectly easy to supply the Secretary of State with 
printed Indexes in any for® and for any period it nay 
require* in tie ©eer&of his considering it necessary 








§ 088 ® 



eCfteer habeas t© r#ja*ln late la the 
.though la fact he he* *»e need of their 
fi^rt or nraoKaeaft tbst la the fteeelpt 
«md Issue B mmafa the elerk deall&g with reaeipt* should 
errire at S*ao (leering at 4} end the elevk dealing 
with issues should arrive et KV30 sol leave at 9« 


servlees 























mt dealt vith.) 

m m «* 



aaisaMar it possfbi* ©r 'Saairable to / proaerlb# a 
iinifora prooa<!uro for all ©ffloee and «« haot oursalvaa 
dapraaatad orar-rsllantte m stereotyped aa&aals of 
proaadtsra# tha raaoaead«tlozr fed* In Appendix 1 




























1st wamgpatfh 71 on tbo dwiraMHty of to&reasod dola- 
gatiew of aothority to offleorg to dUpa** of oases* 
Tteo iiqwrlaAondot «U1 ®Xfo to roguirwS to supervise 
v lw wm* «C tho Filo ttopfcr m2 to assist hlxHcx vhoro 





estafeHshaoBt Matte, a* 

(implication or reee&^nd&tions 

regarding office procedure to 

th» Attached QfflMSt) 

«•*»*»*» 

AM* It should be explained that our o«e« mm* 
Cations 90 to cfflos procedure hare boon freaad prl* 
marlly for application to the Cirli Secretariats* 

Tbs Aangr Dmpmrtsumt is exoluded froa on? tom of 
reference and wo hen* not thought it practicable to 
oacaatiao la detail the offto* system onployed in 
tho AttsMMd Off loos (which my my widely as regards 
orgosilsatlon and son# of the wore Saportant of which are 
in Calcutta)* do see no jg|g& fade reason why the 
principle of oar reom^andatlonr as to procedure ohould 
not hfc ho applied antatia aaatand^ to tlxsso offices, 
end wo reocnoood that tho Inspector of Off ire Procedure 
whoso appointment wo preposo should as soon as 
possible aftor tho Introduction of tho refereed preee* 
dure In tho Ciril Seirotarlsts tsfce up the question of 
its extension, with any necessary adaptations* to any 
Attached Off loos in which it nay not hare boon already 
adopted* 

Chapter Y — G o nolm ion* 

(Unit at ion of eaope of 
Present Inquiry*) 

m mm m 

135* m have now eonplotod our raeoKaondatlon with 
regard to the alts rations which wo consider desirable 
la tho procedure of tho Ciril Dspartaants of the 
Ooreresaant of India and la tho allocation of tsisiaoss 
aaong those Depavtaanta*. 



wm* In thia 














m m* »» 













atopM for tbn ••tabliahnoBt of the chnngot of 

jwoeoter®* for wntohias amur thoir oporcstioo «n& for 








m m hem tx&lmtmd m attaoh 


stand: 

im 

t ahem: 

IA 







la mi 

















tout m think that on the iaformatieti before us we are 
Justified in. express lag u reasonable tom lla f that the 
economies to toe# speeded frost the adoption of our 
remaining recommendations, end la particular from the 
reduction la printing and txm the increased use of 
for telegrams will toe amply ^efficient to 
Hi outlet so that the Ultimate result of the adopt ion 
of our roownoadatloiio as a shale will toe a net savins. 


saving, however, will only toe gradually effected m 
the extension of the Improved procedure enables the 
various economies to toe fully realised# It is 
inevitable that for a pear or Me while the new system 
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&***&mm& ©f rso<je*F*«ndationa, 
B^Detutlsd r*©«ar*!*<l*iti©iui with 


*©#mN 1 to of fie© p»o©©au*** 
« # 
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redrafts of sots* of th© 


Bales «f Bos toss «v3 S*<ir#t»Fi»*fc 
totruetioRS* 
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and which cannot he mat in the ordinary way should 
ha dealt with at the discretion of the Board $ 

(Para* 41.) 

( 88 ) that candidates may designate the Departments 
in which they desire to serve in order of preference 
and that on the other hand Heads of Departments may 
aak for particular men who appear specially suitable 
for their work 5 that the Staff Selection Board should 
endeavour to meet these expressed preference- so far 
as possible while nevertheless retaining the right of 
allocating the candidates as they think flt§ 

(Para, 42.) 

(23) that candidates should remain on pro* 
batIon for one year, a definite certificate signed 
by the Secretary in the Department being required 
on their confirmation, and that it should bo e t the 
disaation of the Board to replace on their list a 
probationer who has not been approved in a particular 
Department t 

(Para. 42.) 

> 

(24) that should it be desired to bring in 
from outside sum of special experience in Secretariat 
work, or with special qualifications, at any other 
stag© except the lowest, this should only be done 
with the approval of the Staff Selection Board§ that 
in the case of candidates from Attached Offices and 
Provincial secretariats,, the Board should be authorised to 
dispense with all or part of the special qualifying examination 
and to modify the educational qualifications prescribed for new 
entrants, provided that the condition of a personal interview is 
insisted onj 


(Para. 43.) 



qwltit&mtSmM mxH of sppoiotMat} 

(Porn* IS.) 







date# mm has f tot boon ptoed m this list with 
the appswaX of the Sato y 

llwit W*! 




its auj^rriaion to tbs vwsjmitaeei of the otoiosl 
staff of tbs offioos attssMl to the QovorsMMUt of Incite, 
unions th« bead of «r httsShod tt^ios is Ohio to 






«&£ that* in order to tUUwr of ftmldttgh being tidew aoif 
At fnwUyi 8 system night bo MmMI of asm* 

**«g F^ftagft of furlough for shorter periods 
oa fulI p«y. 

(Fare* CU) 

uurnmsmmm or mums si 
saw organisation and procedure of tbs higher Sees*, 
tarlat* 

«■ m m m 

<33) Shat Sbdar Secretaries, except in the 
Finance Department, should be dispensed with* 

(Fare*, n snS TT.) 

OS) that every Sepertaeat with u rmnuJL orgastl* 
set loo should have .t least two Dajmiy Secretaries, and 
th*t Departments with special types «f organisation 
should he adequately presided with higher of leers 
of analogous statusf 

CF»r«« 71*) 

CDS) that report inf to east* Deputy Secretary 
there should he Assistant Secretaries whose numbers 
should he regulated hy the numbers sad relative 
importmm of the branches or teetions contained. In the 
Seperteurntf and that o^eh isfftHent Secretary should 
he in direct contact with a definite master of Secretariat 
Assistants} 

(Furs* 7U> 

(3#) that officers of dUL raaJdi should he 
eaeoureged to take responsibility in emitting minor 
Cftftfts without submitting them to hifhcr authority, 
and that sic e*#cs should reach a Secretary or Member 
except those of real importance} 

(Fare* n*) 

(37) thet.the tenure of ofrice of Secretaries 



mgs mm 


(3S) that a register should be kepi (by tho 
Boas Department or by the lad la Office) of the mam* 
and addresses of officers of the Imperial Ssrrlees of 
certain status and qualifications who luswe ratted 
88 within (ssyr) the previous / fte yesra and aha an 

rottewKtit have Inttetad their willingness to be eensjU 
dared far oaoaalenf.1 SKplcyaent in India an special 
work sash aa an special Ooaoltteee or Camiaeionei and 
that the utilisation of the services of ratted bus!- 
nets men for special work in India should fSailorly 
ha aoSaldaredi 

(9*rs« ***•) 

(3S) that the Secretariat Instruct tee should 
enjoin th«t ^sobers and secretaries la all Departments 
should aet aaida aartain hours on certain days In 
each weak far persona"- interviews with their Seers* 
taries and deputy Secretaries# respeslively, with a 
view to the discussion sold speedy disposal of busiaessf 

(Pare* f%) 

(40) tfcet every Ifeabtr of 3oaccil who so dee tea 
should be presided with on official Prlvata Secretary, 
drawn fran t!w Indian Cftvil Service^} 

(Para* IS*) 

(41) that haaie of Atiech«d £ffloae should note 
direct to the Secretary# and that they should here 
authority to correspond direct on technical Batura 
net Involving any large ocawitenta for new work or 
expenditure, with bapertamts other than that to which 
they are directly subordinate! 

(Paras* ft and 79*) 

(48) that the cases coaling before Council 

should he carefully scrutinised# and if it he found 












M mtff 


the jsanber of reference? to the 
tax? of State on olnor finanetal ratters should he 
greatly reduced* by a thorough revision of the pro- 
sent financial rules 9 la particular by the tend* 

*«et of the Hale In Clause It of the Mela Audit l^»o- 
lutlem which eapowera the Auditor General to dispense 
with e reference to the Secretory of State In certain 
eirewtiiaeearf so m to / enable hi® to snore ise 
power In mt cnee in which he consider* that the 
proposed expenditure does not "i*lste the spirit o t 
the aogul^tions| 


(Paras, 91 to 94*) 

<4B) that Secretaries to thst OoeeryaHf&t of 
India should he allowed to emsmleete rare freely 
m Matters of detail with the Indie Office, as«d 
that these eoara&ieations should he treated as offi¬ 
cial ooBBsmioetions frost the Qoreraaeot of India f 
Me M of the Secretariat Instructions being revised 

eeeordlnglyt 

(Ptupft* as,) 



that Buie 94 of the Secretariat Instru¬ 


ctions should he revised so as to provide for the 
distribution to Ambers of Council, for their in- 
foraatlen, of eepto of (1) all tolegraas fro# the 
Ooromnent of India to the Secretary of state Whloh 
If they had been sent by poet would have been trouted 
as despatches, (8) all telegraphic replies free the 
Secretary of state to despatches signed by Hsnbers 
of Council, and (S) all other official telegram ; to 
the secretary of itsi# dealing with natters of grave 
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(PftFii* 107) 
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to odbftadftK th* HIM* 9*0«tl6@ th«tP Coammloa- 
lions to t!w OofoamAEit of Indiof 

(MO* XIt* ) 
























m ftftrly date j 

(fnrm* 182«) 

(TO) that no fllo should ho printed st my 
it ago UBdor tht otdow of rm offtoorf 

(Pat*. m.> 
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(8§) th' t the Important natter of Internal 

ttPraaCEecoRta of the off lees In the Secretariat Build* 

lags «ow being erected at lew Delhi should be brought 

prominently to the notice of any Ceanittoe or other 

authority charged with giving detailed Instructions 

to the rchitootj that m a means to this end if an 

offleer be placed on special duty to see that effect 

is given to the reocttaea&at ’one of this Deport* he e«3 

the Inspector of Office Procedure whose appointment 
» 

is reeccftandecl should be brought Into lose touch with 
and consulted by the authority from whoa the Architect 
takes his Ins-.motions} that in the meant la® all possible 
oecsttres should b© taken in consultation with the 
Inspector of office Procedure to iaprowe t ® acoomm* 
datAtloa aid internal ar angeneota of the Secretariat 
Buildings at Simla} 

(Para* 66*) 

(88) that m experiment should be made when the 
neat move to Simla takes place ac to the practice* 
biiity and coaparativa advantage^ of carrying of ice 
records between Delhi and Simla by mot --r o rrim in 
place of railway transport! and that In any event the 
suggestions made in Appendix B for improve ent of the 
detailed arraiigessemts for the move be carried into 
effect| 


(Paras 6? and 68.) 






AP SNDIX B, 

(Stalled ggcoamadationa with geg&a?d to 
Office Procedure) 


1 * I n the following recommendations on office 
procedure the action to betaken on receipts entering 
a Department is traced through the various stages from 
the time of receipt to the final deposit in the Record 
Room of the file* to which they relate, though it must 
be clearly understood that fctafc no attempt has been made 
to draw up a complete system of office procedure* 

I—Receipt in the Departments, 

2 * 11 letters, telegrams or files addressed to a 

Department will be received in a separate Branch herein¬ 
after referred to as the Receipt and Issue Branch, 

3, In those Departments where a separate Receipt 
and Issue Branch does not already exist , a special Branch 
will be constituted to deal with this section of procedure, 
this Branch should be under a Registrar or Senior Superintend 
dent directly responsible to an Assistant Secretary, 

In this Branch will be concentrated t» 

(a) the receipt and distribution of all letters, 

telegrams and files$ 

(b) the typing and issue of all orders, letters 

or despatchesi 

(e$ the multiplication by typing or by Rono© of any docu¬ 
ments or extracts from files required| 

* By "file* is meant the consecutive notes and correspondence 
on a single definite subject! by "ease", where this is 
distinguished from *file "0 the file plus connected papers 
put up for reference. 
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(d) the arrangement of all matter for Press \ 

(•) proof correction and comparison of final 

printed copies with ordinal 
natter submitted to Press* 

The Internal arrangements of this Branch will 
pron&le for the segregation from the rest of the offlet 
of the typists engaged on meeret and confidential work* 

The Registrar or Superintendent will be sssponslble for the 
ehefebm necessary to ensure against leakage of the contents 
secret and marf fc i confidential papers, including the 
safe custody of originals or copies made there of and the 
destruction of any carbon papers, stencils or other media 
used In connect ion with reproduction* The Branch should 
be centrally situated with reference to the other Branches 
of the Department* 

4* All covers including telegrams will be opened 
by the Despatch Clerk, except (a) those addressed to the 
Registrar or to an officer by name, which MuiU he will 
send to the officer concerned direct, or (b) those marked 
"Secret" or "Confidential," which, if not addressed to 
an officer by name, will be sent to the Registrar or where 
there is no Registrar to the Assistant Secretary* gdograms 
and other receipts if marked "Immediate" or "Urgent" will 
be separate from the bulk and first dealt with* 

5* The Despatch Clerk will stamp all receipts with 
a rhbber stamp showing Kamo of Department and Date with 
additional spaces, to be filled in later, for the File Number 
mod the Serial Number of the receipt on the file* A ll 
lettrs mm or files sent to the Registrar or to an Officer 
unopened will be stamped on - he cover* The contents on 
opening will be marked with the date of receipt and where 
these are to be dealt with by the office will be sent to the 
File Bureau"" of the Branch concerned* 

.fhe 'File "iureau will fceaseparate portion of each 

Branch, where all d is rising, keeping of the Index, mark¬ 
ing of progress and safe custody of f n 
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Where if appears desirable that a record of a secret 
or confidential receipt should appear in the Diary, a 
slip will be prepared by the Registrar or Officer 
giving such details as he desires should appear* This 
slip will be s ent to the File Bureau of the Branch concerned 
and the detailnooe entered In the Diary under the date of 
receipt. 

The scrutiny of receipts by the Despatch Clerk 
will be Halted to that necessary to decide to what 
Branch a receipt should be sent. The necessary information 
except for receipts Initiating a new file, will ordinarily 
be obtained from the file number quoted as a reference 
when in doubt the communication should be sent to the 
most likely Branch, which will, if necessary, transfer 
it to the correct Branch. 

Receipts relating to more than one subject, where 
these are dealt with in different Branches, will be sent 
to the Branch dealing with the main subject. 

6 . If in any Department an additional check on the 
handling of receipts is thought necessary, it can fee 
effected by means of a Transit* Slip * In this even in 
addition to the stamping with a rubber stamp as pres¬ 
cribed above dUL receipts will be stamped with a stan¬ 
dard numerical stamping machine showing the annual 
serial number of the receipt* The stamping machine 


(Remaining of foot not *♦) 


The Assistant in charge is referred to as the 
File Kbeper. 




62«63 


vili produce the aerial number in duplicate, once/one the 
receipt and once on the Transit Slip, which is simply 
a blank huff slip* A separate Transit Slip will he 
used for each Individual recipient, the name of the Branch 
or recipient being written at the top. The Transit Slip 
and corresponding communications will be sent by peon 
to the individual or Branch concerned, an initial obtained 
on the Transit Slip and the latter brought back by the 
peon to the Despatch Clerk, When a communication has been 
sent to the wrong Branch the latter should mark on the 
Transit Slip, the correct Branch and send the communication 
with the Transit Slip to that Branch, If communications 
are prims facie urgent the time should be entered on the 
Transit Slip, Transit Slips are not permanent records 
and should not be preserved for more than one year. They 
oan be used for tabulating the total receipts In the 
Branch or Department monthly or annually. 

The adoption of the '‘Transit Slip** check will be 
optional at least at first. In any Department In which 
it is adopted its working will be carefully watched by the 
officer charged with supervising the introduction of the 
new office procedure, with a view to determining in the 
light of experience whether thCfeheck can be dispensed 
with or whether alternatively it should he extended to 
all other Departments, 

TO II,—.Receipt in the Branch and 

First Action, 

7, Betters, telegrams or files from the Despatch 
Clerk for a particular Branch will be delivered to the 
File Bureau of that Branch, 
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The File KS»eper will in the first instance, if 
a Transit Slip has bees needy compare the serial numbers 
on the coMEmioations with the serial mak er s m the 
Transit Slip and $&n the necessary Initial, Us s^ f 
If he desires y add the time at receipt t drawing attention 
at onee to any delay In the receipt of may document, 

*• Diarlsing,—Tamed lately thereafter receipts 
will he entered by the Diarist In a Diary which should 
be In the simplified hHS annexed, Hhero the file number 
appears from the papers or Is known, it will bo enter d 
at enoe both in the Diary and on the receipt. The 
File Wmpme will Index the receipts In the manner 
described later* 

The return of file# belonging to the Branch tram 
another Department will be shown In the M ov em ent 
Register but not entered In the Diary* Foreign files 
(i*e* t files balancing to another Department) will be 
dlarlsed and indexed, but will not receive^ a fresh 
file number unless it Is necessary to open a file on 
the 'subject In the Branch, 

I* uhmlaslon of First Receipts to m Of leer* The 
File Keep©r will next submit all receipts (exclusive of 
those which the Superintendent is put orlsod to dispose 
of) to the Assistant Secretary* This will bo done at 
suitable hours definitely fixed by the Assistant Tecro¬ 
tary and It wlH be the duty of the File Bbeper to 
see th t all reeeipts which have renchod him up to that 
tl e, except those sent to the Superlnt ndont, are 
Included, The fixed times for submission will n t 
apply to immediate or urgent receipts, which will 
be submitted as seen as diarlsed and, if tins permits, 
Indexed , 
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10* The File Keeper will index end allot new 
file numbers to receipt© originating new filet and* 
to far at tine permits* tree© end enter the file 
numbers of other receipts before submission; but he 
must not delay the submission of receipts in order 


to complete the treeing end entry of file numbers or 
indexing* 

11 * XU letters or documents will be placed on a 
file board and sent up at the times prescribed together 
with any files which are fresh receipts* They should 
bear a slip of n distinctive clour marked "Fresh 


Receipts for orders," is regards the putting up of receipts 
with previous papers of the current file* reference should 
be made to paragraph 11.7 of the He port* In the cr-ertof 
the alternative procedure being adopted of 1 inkin: up 
receipts before submission* the necessary modifications 
of the procedure should be made to allow of this being 
done* 

l$* Such receipts as arc to go to the Superin* 
tendent will be passed to him after dl?rlsing 9 index¬ 
ing* entering of th© file numbers anti linking up where 
necessary with previous papers of the current files* 

13* Departn&nts should be organised so that 
all correspondence received in any on© Branch should 
be dealt with by the aeem^Assistant Secretary* Where 
this is impossible the above procedure must be suitably 
modified* 


14* Indexing***As already indicated entries in 
the Index* where required* will be m*de by the File 
Keeper* %» form of Mem recommended for gene- ©1 
adoption is a Card! index* It will be convenient to 
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headings 9 Cross-references, and Alphabetical Naae Index 9 
reapeetiwcly* 

This Card Index will bo under the control of the File 
Bureau but swat be readily accesslie to ell Assistants 
In the Branch. 

15* In order to prepare the Index entries 9 
the File Keeper wil examine m$ sort all lett ers § 
telegrams or other ee^iurdeeiion* into three classes i— 

(») those belonging to files already existing! 

(b) those initiatir-s e new filej 
<e) those of a alseellane m and tthlmportant 
nature not justifying the opening 
of a separate file* 

Where in doubt whether © document is (e) or (b) 
reference will bo made to the 3»bjcet Index* Where in 
doubt whether it is (b) or (e) reference will bo made to 
the Superintendent* 

16* When a receipt belongs te class Qk) t no entry 
In the indexes will v as © rulo f be necessary in respect 
of it | unless it introduces a new name which should be 
entered in the lame Index, or a development of the 
subject which necessitates an. addition to the entries 
in the Subject Index* 

Beoeipt of class * (o) will not be indexed , but 
where considered necessary a card for the las© Index 
showing the addressor should be prepared* 

Mttte s in the indexes will be necessary for 
receipts of class (b) which initiate a new file* 

17* The Index heading selected will be entered 
on the main card of the Subject Index* The words undo* 
which subsidiary entries will be Bade will be noted 9 
written in red ink or otherwise distinguished on the main 
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card so that in the event of need arising to deal with all 
the cards relating to a file (e.g, to transfer them to 
another Branch, alter the file Ho* etc.) the main card will 
at cnee show that subsidiary cards exist. The entiry 
on these subsidiary cards should#© sufficient to identify 
the subject and the number of the file required without 
further reference* The cards in the Subject Index will 
not be classified according to heads of business but will 
form a series covering the whole work of the %anch in 
alphabetical order* 

IB* In addition to the Subject Index, a separate 
Name Index will be kept, the names being in strict alpha¬ 
betical order as in a directory* In spelling Indian names 
the rules adopted by the Central Intelligence Departsent 
will h d fl ai be 13c followed* 

Correspondents, such as the Secretary of State or 
Secretaries to Provincial Governments, who are in vary 
frequent communication with the Department should not be 
included in the Name Index, as the entries under such 
headings would be too numerous to be of any use. 

19. Files received from another Department or an 
Attached office should be included in the Index. In 
accordance with the recommendation in paragraph 107 of 
the Report, these files will in future contain a statement 
of the point or points on which the file lsjBXtaxxix 
referred! and the main entry in the Subject Index will be 
based on this statement and will contain also the name of 
the Department to which the file belongs and the number of 
the file in that Department♦ 

The Index of foreign files can be kept separate from 
the Subject Index, or can be a malgamated with it,if found 
more convenient} In the latter event oards of a different 
colour will be used* 



subject headings will ordinarily bo entrusted to the 
File Keeper# In order to ensure intelligent uniformity 
in selection, it nay be necessary in the initial stage* 
for the subject to be a elected by t« Assistant Seere* 
tary In the case of file* with vhleti the Superintendent 
is not authorised to deal# Otherwise the Assistant 
Secretary should carefully check, and 9 if necessary y 
correct 9 the subject headings selected by the File 
Keeper# Whether the subject he selected by the Ass is* 
taut Secretary or Superintendent or by the rile Steep r 9 
it should appear on the document or the file before It 
is sent to any Assistant for action# 

21* All letters issuing from any Department of 
the Secretariat should bear at their head a short title 
abating their subject# This should bo as brief as 
possible but should contain sufficient information to 
serve as the entry relating to theHettor In the recipient's 
Subject index:# The India Office 9 the Provincial 
Governments, all other official correspondents and 
Chambers of Coasaeree should be a Iced toodopt a similar 
practice in their ocmcnioations to the Oovemaont of 
India# The bulk of the communications received by the 
Government of Indiai being from these sources, would 


thus show the index subject# &ero a file originates 
in a departmental note the writer should mfi a r 
prefix to the note the subject heading under which It 
is to be indexed* 




taken to sake the subject of each file ns dofihite 
as possible* Xf a file subject is too wide and general 
there will be a tendency to place on that file a large 
number of receipts dealing with different aspects of the 
general subject* This will Impede business end make the 
file unwieldy* It is better- to have & larger number 
of f iles| each with a acre limited subject, 

23* Correspondence will as at present be fastened 
together* the Docket Sheet in the form annexed and the 
notes being also fastened together to form a separate 
unit* Xh addition a "Ht miacm t Sheet* * in the form 
annexed will be placed unattached abo**e the D >ckot 
Sheet* 

24* ..each file will bear a "File HuBber* consisting 
of one letter denoting the Branch of he Department and 
a Ixlrtiiah Branch Serial mutfcr. The number for the file 
will be taken / serially from the Brmdh Mow-a nl 
Register* (See below f paragraph 33)# The series of 
file numbers might run on from year to year (s* y ) for 
five years or until 10*000 is reached, 

23, Bach receipt and issue will hare narked on 
it in ink its serial number on the file* Accompanying 




panying papers being treated as a unit on the file* 

• a system of "Hevemeat Sheets", has, It may be 
noted* been introduced recently in the office of 
the Control er and Auditor General with goad 
results* 
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26* Where a receipt denis with Bore then one 
subject copies or extract a should be Bade In the 
Becelpt and Issue Branch and dealt with as separate 
receipts in the Branches to which they belong* **iai* 
larlyi if the points dealt with in the notes orjf 
file or a new receipt extend beyond the original subject 
of tho file* copies of the necessary papers should be 
made and dealt with separately* 

III.—Action by Officer on, fresh receipts* 
27* On receiving the fresh receipts fro® the File 


Keeper* the Assistant Secretary or the \iperintendoint* 
respectively* will take the necessary action or will 




action which he desires should be taken* It will be 
the duty of the as is tent Secretary to dispose* or to 
make suggestions to his superior officer for disposing* 
of m many cf these receipts as possible without further 
reference to the off ice | other wise to give precise 
instructions; to the office as to the scope of the note 
to be .prepared, and the extent to Which he desires pre¬ 
cedents or reference* to be put up* Receipts r turned 
by m officer to tho office will* in the first Instance* 
go to the File Bureau* 

rr.—Proced re on return of frech 


receipts to the File Bureau* 


28* On. return of the fresh receipts from ‘he 


officer the File Keeper will, if the receipts belong 


1 ? 






been performed# The file will then b# parsed to the 
Assi*tent previously dealing with it. 

20# When, the file It not in th© Branch and. any 
eons-Merabi# length of tin# is required to get it b^ehi 

action on the receipt should not be delayed for this 
purpose except on the explicit authority of the 
Assistant Secretary* 

30* If th# receipt initiates a new file It will 
hare a file number allocated arid index cards prepared 
where not already don#) a Docket Sheet will be attached 
and filled up| a file board and Koveaont Sheet willbe 
attached and subsequent action will follow as above* 

31* Beeeipts of a miscellaneous and unimportant 
nature will bo marked File If©* 0 9 pin cod on a file 
board and passed for action* 

32* A movement Begister will be kept by the file 
Keeper* In this register it© will leoaModtad;«>**»«* 
enter all movements of film from the Branch***— 

(a) to an officer) 

<b) to th# Member where th# case passes through 
the File Bureau) 

(c) to the Viceroy f 

(d) to any other Department) 

<©) to the Bsceipt and Issue Branch* 

These entries will be cancelled on return of the 
file# m attempt need bo made to keep a record in this 
Beg is ter of the movements of files between the Assistants 
in the same Branch f or (except under (e))bt. tween B arches 
of the same Department or between officers in the same 
Department, These intermediate movements will appear 
on th# Movement. Sheet* 


lodged on a printed foim by the File IStaper# Fhe fora 
suggested la amoved* 

V«eQff|ee Action* 

34# Jtsferenelng and Hot Imgre referencing is 
necessary it vUl 9 a* a. rulo f be the fir at stage, of 
office action on a new file on return of first receipts 
Iron the off 'cor# On this ubjcct and on tho subject 
of noting see paragraphs 118 and 119 of tho Be port# -here 
§6 / $n the course of referencing files are referred to 

and found to b© unnecessary for dealing with t’-o case 
they will bo at one returned to the Be cord Boon off the 
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ent&r&A In the tiwmttt Register of the file mrn'&r with 
which and the date on which it was so linked up* 

35* Drafting ***«.The file mashers of ell letters 
issuing fron the Secretariats win appear in a prominent 
piece (preferably the left-hand top corner of the initial 
page of the litter) with a request to quote the number 
in further correspondence on the same subject* 

The number of enclosures intoned to accompany 
a letter will always be stated on the draft (with 
sufficient particulars to enable the copyist to identify 
them) and the number will be copied at the end of the 
let er by the typist* 

■.•hen it Is known that the office to which the letter 
under draft is to be sent will require copies for 
circulation f the number of copies It is likely to 
require will be noted an the draft by the Assistant 
or officer preparing it* 

The date on the letter should invariably be the 
date on which it actually issues* 

The expressions "instant" f "ultimo* "proximo*» ete* f 
should not be us@d 9 the name of the month being always 
stated § as otherwise letters drafted at the end of a month 
are apt to be incorrectly worded* 

In drafting a letter care should bo taken to avoid 
embodying references to co.aminications fron the addressee 
unless these have a real and important bearing on the 
subject matter# lush references probably result in the 
papers quoted being got out in thy.addressee*e office and 
if they are net really useful f much tits© and labour may 
thus be wasted* 
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It will always facilitate the consideration of 
letter which is of any length or oos^Aexlty if it 
comeliides with a nummary of the points to which con*l» 
deration is Imrlted# 

36# The w i&press tetter** or "Postal Telegram" 
form of correspondence now in use in bob© Departments 
should hw adopted in the Departments generally# lender 
this system letters to of icial ®rres pendents are dra tad 
in telegraphic fora thus caring mash time and labour* 

The system is particularly applicable to urgent eases 
when the/individuel dealing with the css© is able to 
dispose of it himself without suljaitting a d rf t to 
a superior of leer* The telegraphic fora adopted 
enforces the urgency of the eoaaaaleatieD on the addressee* 
A carbon copy of the letter should of course* always be 
'leapt for the file# 

37# Where m issue is for despot oil by a cca«r~ute 
two copies for posting by rueeesstvo mail? will bo mrdc t - 
in. accordance with the usual corner©lal practice, 

VI#—Action after orders hare been passed* 

Sit# Where a draft lias been approved aod the order 
passed that the letter is to i ue t the case with the 
necessary instructIona will bo sent to tho File Bureau 
of the Branch concerned which will pass it to fch Receipt 










or elaborate issuo's no reader for this purpose should 
be necessary if skilled typists arc* employe * 

41* The draft should always show the nusiber of 
copies require' ar^ahould include a typed or dupii* 
eated copy for attachment to the file* This additional 
copy smut have typed cm it the full details of cocoa* 
panytng documents as these appear on the draft* 

IB# Any alteration node la the original issue by 
the officer at tine of signing oust he made in the 
file copy hy the Superintendent uho will also enter la 
pantil the name of the officer who has signed* 

43* HI secret and confidential papers for typing 
or reproduction will be sent In a closed box to the 
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44* The issue when ready, whether a file, letter 
or telegram will b© passed to the Despatch Clerk* 

Letters, files or other articles for postal despatch 
and also telegrams will be entered In one Issue Register 
(annexed)* A separate Issue Register for despatches to 
the Secretary of State my be maintained in any particular 
Department if considered desirable. Any matter for 
local delivery will be entered in the Peon Bo k only* All 
serial issue numbers will be abolished* The entry in the 
Peon Book or Issue Register will show the file number 
appearing on the issue* This, for foreign fil.s, will 
be the file number in the Branch of the Department to 
which they belong• 

45* The Despatch Clerk will invariably before 
closing the issue in a cover, check any enclosures from 
the details appearing on the carbon copy,of the letter. This 
scrutiny should be confined to the number of the accompanying 
papers and the description of them* He should not read 
them since he is no way responsible for their verbal 
accuracy* %e utility of the present system of entering 
on the outside of the cover details of the enclosures is 
doubtful except when papers are "Secret" or "Confidential. " 
This Information will then appear on the inner cover* Where 
an entry is made, the file numbers appearing on the issues 
should be given. 

46. The preparation of the present elaborate Transfer 
Slip when sending a case to another Department appears 
unnecessary* It would appear sufficient to enter in the 
Peon Book the file number and a simple note of tie accompani¬ 
ments, e.g*, "File Ho* with 2 reference files attached*" 

It Is to be remembered that a note of all files attached for 
reference and of all letters received and issued in a file will 

appear on the Docket Sheet. Any accompaniments to a letter 

/ the file* , 

issued will appear in detail on the carbon copy on / The only 



documents In a fll© likely not to to noted speciicalXy 
ore the aeoomparlaents to a receipt and those would at 
a rule appear from a perusal of the receipt itself* 

47* To enable the Despatch Clerk to deal satis¬ 
factorily with postal matter a convenient arrangement* 
if practicable* would be th-t a suitable valwpostlng- 
boa: should be built into the passage waM so th-t postal 
matter ean be posted from the Inside ofthe Receipt and Issue 
Branch by the Despit oh Clerk* These post-boxes could* 
by 'rrtngesant* be cleared by the postacn from the 

48* Telegr amr— AH work In collection with tele- 
grume should be done in the Receipt and Issue Branch* 

The Assistant In charge of seeretjt and confidential 
telegrams should have a separate room for his work* 

His cedes should be under lock and key* Be should haws 
a knowledge of typing but net necessarily be an expert 
typist or steno-typist* Confirmations of telegrams should 
in all oases be sent* 

All messages should begin with th© file Rusher 
{in preference to a serial number) which the corres¬ 
pondent would ordinarily quote in my reply and t us 
automatically link up this reply should be with the file 
to which it referred* vihere groups of figures 


are necessary in a message th4se should be J ©legrophed 
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Telegrams should he despatched the instant they 
are ready* They should ha entered in the Is*us Register 
in rad and this entry should show the tine of despatch* 

49# It is suggested that the present system 
of using Service itmpa both for postal natter and for 
telegrams should be discontinued# In place of tho 
present system of "franking 11 letters and postal packets 
hy neons of initials t franking sight he done in the 
top right hand corner with a aetal or rubber stamp which 
should reproduce the nans of the Department and also sene 
distinctive design associated with tho Department* 

This stamp should he kept by tho Superintendent of tho 
Receipt and Issue Branch and used by the Despatch 4&erk 
under the Superintendent* authority# ui«afr cowers should 
not he franked in sdwunee of being required# tfcfrented 
postal packets should not be accepted hy the Post Off loo 
free Oorerzsaent Departments 

For the use of officers a similar stamp showing the 
officer:# official designation might he used* This could 
he used while on tour* 

SOf For telegrams sent from Government Departmertf 
or hy Government office^, the present o*n*ii*3« tele* 
graph form appears quite suitable and. might he extended 
to all Departments* The original copy sent to the m 
Telegraph Office for despatch should hear the signature 
of some responsible individual and the name ef his Department i 
the telegraph forms will he available for examination by 
the Bests and Telegraphs Department Which can take up 
any apparent irregularity with the Department concerned* 
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VII.—Action after Issue. 

51. Immediately after issue has been completed the 
file will ordinarily be returned to the File Bureau. It 
appears advisable at this stage that even when no further 
immediate action appears to be called for, the file should 
be passed to the Assistant dealing with it to see that ac¬ 
tion is really complete before it la placed in the File 
Deposit* The Assistant should mark in the Subject Index. 
All important rulings, orders or minutes whioh have been 
recorded in the notes during the currency of the file. 

52. When a letter has issued to which a reply is 
awaited, the Assistant will enter the file number in the 
Reminder Diary to which reference is made in paragraph 66. 

53. Flies which appear to be finally disposed of, 
and which it is clear need not be printed, will be pasadd 
by the Assistant to the Superintedent, who, should he 
decide that no further action is necessary, will mark them 
accordingly and return them to the File Bureau where they 
will be placed in their numerical order* 

54. Printing*—.Where final disposal has taken 
place and a file spears sufficiently important, the Assis¬ 
tant will send it to the Assistant Secretary for 

orders as to printing. 

Bo file should be printed at any stage unless 
under the orders of an officer. 

In passing orders for printing the Assistant Secre¬ 
tary will edit the noting, as prescribed in paragraph 124 
of the Report. 



35* All printing will be done under the super* 



in such fora that they «en he printed off by the Kre^s 
without further reference* Xn particular where any 


init 



coapnrison, of the final printed copy with the original 
leeuBonts* In no eventahould tho latter action be omitted* 
thfc onission of thin cheek lit amm Copartsierjts la parti* 
eularljr undesirable in view of the present pee otic* of 
destspgri&g the original files after a comparatively short 
spec© of ties* 











Of the Record Room. 

©8* The present system of classifying files 
into A (which are always printed), E (Which are 
somotima printed and in all cases Includad in tho 
Proceedings of tho Month) and one or two othor eat©* 
torios covering the files of minor importance, will 
he discontinued* ill files will be divided into two 
elas a«»-.• Print ©d” or rt Kot Printed 1 *—according to 
importance Miscellaneous correspondence of a purely 
ephemeral nature wi 1 under the system proposed be 
found In Pile Uo*0 of nach Branch and in no instanoo 
will this tie printed.* Sven where for some reason papers 
in connection with a file hero been printed at some 
earlier stage tho printing ought not to bo completed 
unless the file be of sufficient importance when «- is* 
posed of* Subject to certain observations made in 
paragraph 123 of the Report, no fables of Contents of 
files should be prspared or printed. 

@9* Binding •••All files, wither printed or not, 
will on disposal h® bound in bo''k form* Stitching 
in a three-sheet board or even stouter cover when 
necessary and a Fabric or soft-leather backing would 
appear suitable* For the larger files it seems desirable 
to have a more substantial cover than that now in use. 

60* Preparation of printed Indexes ••-For the pre¬ 
paration of the necessary printed Indexes a duplicate 
Index win be maintained. The duplicates of the 
cards can if desired be on paper, and if the cards of 
the Card Index are typed xx the second copy can be 
obtained by one typing, the ‘'paper” being placed in front 
on the typewriter and the card being a reproduction by 
means of a carbon paper behind* 
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61* For all purposes within the ISajMsytaent the Card 
Index: will be sufficient and no monthly or over annual 
Indexes are mooossaiy* It will be su latent to print 
the Index at the end of three years* If in order to 
meet the requirements of the Secretary of .State it 
is Still necessary to print monthly or annual Indexes, 
these oan he obtained from the duplicate Card Index, 
the duplicates for each south being kept separate until 
the index for this south has been prepared awl then 
amalgamated with the duplicates of the previous months* 

62* The printed Index will bo for the whole 
Department and 1 v, two parts, vis*, Subject index and base 
Index* 

If desired a separate part can be reserved for 
Foreign files dealt withCln the Department* 

#3* The Subject Index oan be prepared either 
according to subjects under each Branch or in subjects 
for the whole Department* 

64* The Dams Index will be an amalgamated Index 
for the whole Department* Where a name appears on 
cards relating to files of more than one Branch, only 
one card will be retained! the numbers of the files 
in other Branches will be entered m this card and the 
rest of the cards of th«t name destroyed* 

65* The trhnnial printed Index should include 
all cards which arc In the live Card Index at the time 
of going to Press* m soon rs the printed velum© is 
available for use, all cards / the coat cuts of which 
were included in the previous triennial volume will be 
weeded out of the Card Index* The object of this arrange** 
ment is to avoid having to build up the Card Index 
ab initio after every occasion on which it is printed, 
and thus lose its value for referencing* 
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66* Checks cm Delay-The present Reminder 
Lists* Arrears Lists and Suspense and to it Lists will 
be discontinued* In place of these will be substitutedi**» 

(1) 1 diary called the Reminder Diary in charge 

of the File toper tout accessible to 
any Assistant of the Branch* This 
should be printed by the stationery 
Office and should consist of a bock 
of about 80 sheets of country buff 
paper 9 with two dates on e*eh page 
(Sundays omitted)* A Card Index 
may be substituted where preferred» 
or where the number of oases dealt 
with render it more suitable* 

(2) Reminder Slips (Tide specimen annexed)* 

67. The method suggested for working these is 

as follows i** 

Before sending on a file to the File. Bureau for 
submission to an officer or reference to another De¬ 
partment 9 the .urslatent will note in the margin of the 
Docket Sheet against the officer to whoa or Department 
to which the oa.ee is being sent th date on which be 
considers ft reasonable th t a reminder should issue 
If the file has not by that date been returned to the 
File Bureau* If is obvious th t no rule can be laid 
down as to this period but it is believed that an Assis¬ 
tant will with experience bo able to fix s reasonable 
date* The only exception suggested is that individual 
attention should be concentrated as at present on the 
progress of "immediate* and * urgent" files In. place of 
reliance on any mechanical means # 


69 


The File Xbeper will# before passing the file on, 
enter its number and brief subject in the Reminder 
Diary* The entry will be made under the date noted 
by the Assistant in the margin of the Docket Sheet* 

When a file returns to the File Bureau on or before the 
date anticipated the entry in the Reminder Diary will be 
cancelled* 

On the morning of each working-day the File Keeper 
will issue Reminder Slips either to the officer concerned 
or to the Assistant who dealt with the file ton in 
respect of each file the return of which is overdue* 

On receipt of the Reminder Slip# if further delay 
inevitable from the nature of the subject# the officer 
will enter on the Reminder Slip the date on vhieh 
he desires again to be reminded should the file not have 
been received baek in the interval* ss1stants will take 

the necessary steps to secure the return of the file from 
the Branch or Department to which it has gone} but if 
further delay is found inevitable# they will likewise 
enter on the Reminder Slip a fresh date for a further 
reminder* The Reminder Slips will invariably be returned 
to the File Keeper and where the Reminder Slip has not 
resulted in the return of the file# the file number willbe 
| gain entered in the Reminder Diary on the new date 
indicated* 

A similar procedure will be followed in the ease 
of "Await*or "Suspense" files* The date for resumption 
of action will be entered in the marglngxrx of the Docket 
Sheet by the Assistant in charge before the file is 
replaced in the File Deposit# and if the file is still 
in "suspense" on this date the Heminder Slip will Issue 
to the Assistant In charge who will take the necessary action* 



Where for any rasa on office action has boon 
unnecessarily delayed > tha Assistant responsible will to 
invited to explain such delay to his u per lnt mAAent 
at the tins It occurs* If satisfied toy tha explanation 
tha Superintendent will briefly note tha reason on the 
Movement Sheet and initial lt« 

The File Kbeper will submit, to the Deputy Secretary 
and through him to the Secretary once a fortnight all 
the live Reminder Slips in his possession cm the day of 
submission or a list of outstanding arrears disclosed 
by these slips, with a covering note calling attention 
to any special eases of delay* 

68* The use of “Karly* labels should be discontlned f 
and the existing rule': for the strict limitation cthe 
use of *Immediate* labels should be rigorously observed* 

The “Urgent* label will thus bus the only one in any 
considerable use* 

68* In the event of thdhead of any Department desiring 
a dally state ;ont of receipts 9 it is recommended that the 
diary should be loose leaf 9 aid that the subject of eao' 
receipt should be entered in the extra colum provided 
in the diary* A carbon copy of the entries can thus 
be made for submission to the head of the Department* 
Arrangements could also be made to supply a dally statement 
of issues| if desired| by a similar treatment of the Issue 
Register* 

70* Arrangements for the annual move between 
Simla and Delhi* *wDates will be fixed, as at present, after 
which all correspondence for each Department te or Branch 

e See also paragraph 8? of tha Report with reference 
to the possible substitution of Motor for Railway 
transport* 



69*70 


should bo addressed a d m a n to Delhif and ono a sals* 
taut In each Bmnch, with the necessary staff of peons t 
will proceed to Delhi sufficiently in advance of that 
date to allow for the transit of all the material re¬ 
quired / by the Branch is Delhi 9 sad for its urpacking 
end arrangement there* In particular t before work If 
begfcj the File Deposit should be complete with ell 
current files 9 diaries 9 registers 9 eto* 9 end the Card 
Index end printed indexes should be available* ill 
eases on which work Is In progress unless of a specially 
urgent nature will be node over to the File Bureau 
end moved down in the File 3feeper*s custody* Assistant* 
end offleers will note the file numbers of such oases 
before making them over and will call for those oases 
for the File Bureau when they resume work after the move 
A very strict interpretation of the exception permitting 
specially urgent cases to be brought down by an Assis¬ 
tant or Officer should be inflated on* 

The files and printed copies brought down should 
be limited strictly to these likely to be required for 
referencing* Any additional papers can always be 
obtained from Simla within two days* 

Sufficient supplies of stationery will be kept 
both at Delhi and Simla 9 so that stationery need not be 
included in the rove* Office furniture and office 
fittings will not be moved* 

71* The present bones should be utilised until 
worn out* When new bx boxes are required 9 they should 
be strongly made and the ends should be protected with 
metal strapping* The sis# of new boxes should b© 
controlled 'by****** 


(1) the size of files, Allowing* for Instance* 
four bundles of files laid flat to bo 
packed In each box* and (2) the else 
of Railway Wagons* while Railway 
transport is utilised* 

Boxes of one speelfio colour will be allotted to each 
Departiient* a band of one or acre colours denoting the 
respective Branches being painted round the Boxes sideways 
and end-ways* A printed label stating the Department and 
the Branch will be affixed to eaoh box* and each best 
will be conspicuously numbered* Files willbe placed in 
the box in numerical sequence* list of contents (numbered 
to agree with the Box number) will be prepared in duplieete* 
one copy being affixed to the inside of the lid of the 
box and the other taken to Delhi by the Branch Asa latent 
who is looking after the move* the name of the Assistant 
responsible for the packing of the box will be shown on this 
list* The present method in soma Departments of fastening 
down the lids of the boxes by means of three or four 
set screws appears expeditions and satisfactory* to 
ensure that contents are not tampered with in transit 
these set screws should be countersunk 1/Bth to ith of 
of an inch* the space filled with sealing way and the 
seal of the Department af; laid* 

Arrangemsntsdhould be made to avoid all unnecessary 
handling* All the boxes belonging'to a Branch will* 

If possible* be In. the same wagon or wagons* The tranship* 
meat at Kalka will be under the Supervision of a 
competent official detailed for the purpose who will 
remain th re until all the materiel has passed through* 

Bart of his duty will be to notify th® Branch Assistant 
at Delhi of the number of the train and th© numbers of the 

wagons containing the material of each Branch and the 



probable time of arrival of the train* This notification 
should be sent in ample time to allow the Assistant at 
Delhi to assemble the requisite transport at the statical, 
to meet the train take the boxes straight to the 
Branch* The accommodation In the Branch will hrve been 
prepared before hand, and no box will be emptied until the 
contents can be put at once in their proper place in the 
office* 

72* Every effort should be made to arrange that all 
the remaining members of a Branch should move as nearly 
as may be simnltaneously, the object being that the Branch 
should remain practically intact at Simla till as near as 
possible to the date fixed for the change over, and that 
as man y as possible of *he members of the ranch should 
move to Delhi immediately before that date, so as to reduce 
to the smallest dimensions the period during which work is 
rendered impossible by the absence of essential members 
Of the Branch* 

the arrangements for tbs move should be under the 
supervision of the Public Works Department which should 
place one or more officers on special duty during the period 
of the move In order to assist the individual Departments, 
to co-ordinate their mov e m e nt s, and generally to minimise 
delay* 

smaller boxes, such as those at present in use, 
will be utilised for carrying cases under immediate 
disposal and all other urgent cases and papers* These 
m tftftn'jilwxmfcilised'xtmrs'neiJmc.inK r asses wu n dai ,« inn will be 
taken by the Individual members of th« staff proceeding to 
Delhi who will be personally responsible for the contents* 
Before departure they should give to the Superintendent of the 
Branch a list of the contents of the boxes in their charge* 

73* The above arrangements will apply, matatla 
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74* Attendance register*—An attendance register 
will be kept in all Departments* register will be 
initialled on arrival and departure by all of the 
office staff from the Junior clerk of the Lower Division 
upwards* It will be placed in the Receipt and Issue 
Branch and removed ten minutes after the tlmo fired 
ax for arrival on each open day and placed before the 
Assistant Secretary in charge of Establishment. Any 
Member of the staff arriving after this time will report 
himself to the Assistant Secretary and give the reason 
for his late attendance* The register will be replaced ■ 

In the Receipt awl Issue Branch ten Minutes before the 
close of the office hours* The Assistant Secretary will 
be jftiMwgataudtt«al *MiM dtp**M M fa lM ^^ 
responsible for calling the Secretary 1 s attention to 
cases of irregular attendance which appear to require 
disciplinary action* 

76* Record rooms*—A single record room should 
suffice for all Departments In the same building 
and this arrangement | coupled with the reduction in referenc¬ 
ing anticipated from the proposals already made, should 
enable a reduction Aaxamt** to be made In the record room 
71 staff* / Sufficient storage space should be loft for 
future possible requirements* In arranging racks the 
natural lighting of the room should be considered and 
the racks theasilves sc far as possible kept away from 
the walls* The records should be accessible only to the 
record keeper and his staff* 

Files will be arranged in the Record Room in FUc 
serial numbers by Branches under Departments* They will 
be tied up in bandies of sufficient sise to fill up 
the depth of the shelf and will have a wooden board 

placed on the beck and front* On the face of the Front 



Board will be shewn the name of the Department* Branch* 
Year* and File So. A plan should be prepared and hung 
Record Boom shoving the position and arrange* 
meats of the racks and records. It Is very Important 
that this should be kept up to date* 

Proper arrangements must bo made to present records 
being issuM fro® the Record Roost except on the written 
request of a sufficiently responsible member of the staff* 
and to ensure that records Issued arc all duly returned* 

78* Office furniture .—.All office furniture should 
so far as possible b© standardised and the hiring of 
furniture should b# reduced to a minimum* Office tables 
should be designed with receptacles underneath to hold 
forms and stationery* thus avoiding the necec ity for a 
separate stationery cabinet on the desk Which Interferes 
with light end working sp?ce* The standard almirahs 
s Quid be placed against the walls of the room* If further 
almlrah accommodation is necessary (though this should 
be reduced to the minimum actually required) the 
partitions between Branches or between sections of a Branch 
in one room may consist of dwarf almirahs not over 
four feet in height* The File Deposit in the File Bureau 
should consist of steel shelves constructed so as to hold 
a file resting lengthways* Files should be kept in 
numerical order and the numbers indicated by artel guides* 
The current files should be 1m pt separate front Is files 
disposed of* Racks especially lathe record room should hi 
be ef iron or steel as a protection against fire* For 
holding secret/ and confidential papers suitable cnbi* 
nets of steel fitted with strong looks arc row made in 
India and these can be obtained to any pattern desired 
according to the papers required to be stored* 



71 

77# Preservation mi destruction ©f papers^ 

(a) Preservative of papers***!® soon as fteal action 
has been completed on n case, the papers should be tresis* 
f erred from the "(torrent* t© the "Closed" section ©f the 
File Deposit t the index cards should be narked at this 
stage (If not already done) to show whether the ease 
ha® b en printed or not* 

At the and of the year* or more frequently If 
required! all closed oases should be transferr d from the 
File Bureau to the Record Boon and the Index cards anrktd 
accordingly* 

(b) Porting for destruction****^!!© considerable 
differences exist te the practice of different Departments 
as regards sorting of file® for destruction* the system 
followed are based M faeps a at <—« 
mxxx&km iiDmxmtib m l dbKK& on the existing classification 
of papers Into A.B. (sestetlane 0)* File* Deposit papers, 
etc** and provide for the destruction (with or without 
ewt ilnatlocOf or the reduction tethe number of copies* 
of papers of th sc ©lasses after prescribed periods of 
yers* In sceae Departments examination ef the Tables 
of Contents * in other Departments examination of the 
papers themselves* is the process followed for deciding 
on destruction or retention. 

Th© proposals now made to abolish Tables of Contents 
and to substitute two clashes of papers (Printed or Uhprteted) 
for the existing more naaerous classes* will necessitate 
rewialon of the system. 
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(o) Hamaeripts of Printed Files *—The manuscripts 
of printed files should not* os at present* he destroyed 
after periods varying frctt 6 months to 5 years or even 
longer* tut should to examined when 5 years old and those 
considered of sufficient importance to warrant their 
preservation for a further period should he kept* the 
balance being destroyed* Those narked for preservation 
should be re-examined at the elose of a further period § 
say # of ten years* Mies should be laid down for reducing 
the nunber of copies of printed papers after a reasonable 
period) 

<d) Mrauseripts of tfepriated Files*—Ehprinted 
files should be exaaalaed three years after final orders 
and only these of suffleant importance shouldbe preserved* 
These retained should to ax examined mta t tmxml w a m n mrt mx: 
j ft n rid mi i p i trionnlally* and any 

files not considered worthy of further retention destroyed* 
tbvlar this system the work of destruction will proceed 
autocratically from year to year* and should he spread 
ever the year so as to avoid dislocation of ether work* 

Cases belonging to File 0 should be preserved for 
twelve months end then destroyed* 

Whenever a case is destroyed* this should be 
noted on the main Index cards and in the printed Index, 

78* The above refers to the procedure to be followed 
with papers originating under th now system of procedure* 

As regards existing papers* itls understood th^t the 
records aye now being scrutinised In accordance with 
prescribed "weeding* rules in order to ascertain which can 
be destroyed before the move to N w Delhi* This procedure 
may result in the preservation of a large number of file* 
which .might well be destroyed* and it is suggested that 
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the whole question should be re-examined with * view to 
ensuring that only such files as ere of sufficient 
importance should be transferred to Delhi* 

F0HM3# 


Um®imr* 

(See Appendix B t Paragraph g#) 
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H07E#*m»Date of receipt in Branch is to be written 
across centre of page at beginning of each day*a 
receipts# Column 3 is to be left blank, unless special 
instructions are given to the contrary# 
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HQTa,«~Coltgp 5 is to be left blsafe unless special instruct ions are given to the 
contrary* 








SOTS—-This alternative ttm Is to be used If Service Stoops are retained 
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m&mmom* 


File fbatib ra of ell files referred to in 
disposing of this ease should %e noted here* 


notes and Orders* 


V.—3«mJMEHT SHOT. 

(See Appendix B v Paragraph 23*) 


BBFARTHBIST 


Pete File opened 


B RANCH. 
File Bo* —— ■■ ■ ■ 









X an diracted to acdmotrledge the receipt of your 
nuatbo r d ate d , o p the above subject* 

which is receiving attention* 

X have the honour to be* 

Sir | 

four obedient servant* 









vizi****misa»Ds?AarMBi.T*t wmsgoz roan. 

(See pavesrapt* 107}* 

(To too signed by Deputy Secretary or higher officer boo 
for® any file Is referred to another Doprrtaont)* 

__MPARTMfiST* 


30B<fsC?»— 



Points on which flic is referred* 


APPSHDIX G* 


(a) S Suggested re-draft of n&m of the 
Hulas of Business* 

(Haw portions are shown In italics* Reference* at the 
foot of each Halo are to the paragraphs of the preceding 
Report)* 

K*B*—This re-draft la merely intended to lndi ©to 
the character of the changes that will he required* The 
precise wording will of course require consideration by the 
legal advisors of Government* 

6-A* In dealing with the reeooaendations of Important 
Special Committees or Commissions of Inquiry 9 the normal 
procedure shall he to place a qualified officer of suitable 
standing on special duty for t © purpose of obtaining the 
necessary decisions of Government thereon 9 of carrying 
through the requisite consultations with Departments of 
the *•* Government of India and Provincial Governments 9 
and of seeing that such recommendations as are approved 
are brought into operation* The officer placed on special 
duty for thA* purpose should have as independent a position 
as possible* 

< See prra* 54. ) 

IDA* In consulting Local Governments 9 the Govern¬ 
ment of India, should ordinarily confine their references 
on general questions to the Major Local Governments 
and Administrations and on special questions to those 
Government which arc principally affected by them* A 
definite tloo-limit for replies should/be fired} on the 
expiry of the time-limit tho case should invariably be 
submitted to the Secretary who will decide whether It should 
be proceeded with without awaiting further replies, and 
if ho considers that further replies are necessary, will 
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address the appropriate Secretary to the Incal Govern, 
nont by deaUUoffieial latter o* by telegram* 

(See- paras. 99 and 100.) 

11. (1) Every ease the subject of which concerns 

another Department shall, unless It is ono of extreme 
urgency! referred for consideration to such Department 
before it is circulated to the Members or brought before 
a meeting of Council, end before any orders are issued. 
Personal consultation between officer?? of the Depart* 
nonfcs concerned, the result of which is recorded on the 
file by a note agreed between these officers, shall be 
deemed to satisfy the requirement? of this rule. 

(2) 3tet* 

(See para. 10?) 

19. The Governor General, if he concurs with the 

Member in charge of the Deportment to which the subject 

belongs| will make the necessary order unles he considers 

it necessary to hr in; the case before a meeting of Council 

in which Went he will determine when the case shall be 

so brought before Councils and also whether the papers 

shall be further circulated before action is taken upon 

« 

then* and | if so, whether they shall be circulated to all 
or only to some of the heaberaj 

Provided that, If it is proposed to legislate in the 
Council of the Governor General, the papers shall, unless 
the Governor General otherwise direc s, be circulated to 
all the Members ex*i brought before a Meeting of Counoil» 
Provided also, that every proposal for legislation 
in the Couboil of the governor General shall, if any Member 
so requires, be brought before a meeting of Council with a 
view to determining whether the Government should deal with 
it upon united couniels, or should leave it an open quest lent 
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Provided further| that If la the opinion of the Governor 
General the ease involves issues of grave iaportor.ee the 
ease shell he brought before a Meeting of Council* 

(Sea para* 83*) 

23* Save m otherwise provided by Buie 25, the Legis¬ 
lative Department Is not, in respect of legislation, an 
originating or initiating Department* The Drafting 
Branch is attached to the Legislative Department for 
administrative purposes cnl | its proper function is to 
put into technical shape projects of law of which the# 
policy or desirability Is under consideration elsewhere. 

2d* (10 Save as aforesaid, every proposal* to 

Initiate legislation in the Couneil of the Governor 
General, shail/be considered in, and, if necessary, trans¬ 
ferred to, the Executive Department to which the subject 
belongs, which shall consult the Legislative Department 
m te whether the project r.quires legislation to civ® 
effect to it aad on the general legal principles involved* 

(2) A definite decision of the Executive Council to 
legt’late is not necessarily required before a draft Bill 
is prepared! but when the* Executive Department desires 
a draft Bill to be prepared for consideration by Dover? - 
sent, it shall send to the Drafting Branch of the Legislative 
Dopart.iort a written communication to the a ove ©feet 
signed by the Member in charge, which shell either indi¬ 
cate with sufficient precision thcjllnes on which the 
Bill is to proceed or shall name a responsible officer 
who is authorised to give the necessary instruct Iona, tt 
78 any/case the Executive Depart tort shall place a responsible 
officer In direct personal charge of all matters relating 
to the Bill* fhls officer shall deal direct with the 
Drafting Branch of the Legislative Department which shall 
accept his instructions as equivalent to those of the 
Executive Department* 



(3) If the Member In charge of the Executive De¬ 
partment is of opinion either before or after the proper* t ion 
of a draft Bill, that legislation in expedient, or that 

the proposal should he referred to local Governments for 
opinion, the ease shall he submitted to the Governor 
General and he dealt with in the sane manner as business 
under Part V# 

(4) If legislation is decided upon, a draft Bill, 
if not already prepared, shall be prepared in the manner 
and. following the procedure described in cub-section (I), 
and after its preparation and circulation to the Executive 
Council a copy of the Bill with a Statement of Object.® 
end Bessons signed by the Member in charge shall be sent 
to the Secretary In the Legislative Department for the 
purpose of Bui© 1® of the Buies of Legislative Business* 

.All correspondence regarding the legislation decided upon 
shall be conducted by the Executive Department except 
correspondence directly arising ©at of the publication 

of the Bill pursuant to an Order of the Indian Legis¬ 
lative Council which shall be dealt with by the Legis¬ 
lative Depart ©:t* At lest two weeks before the circulation 
of a draft Bill to the Executive Council a copy shall be 
sent to the Secretary in the Legislative Department in 
order to give the Department m opportunity of commenting 
on the genral legal principle* involved, 

(See paras, 3®to 38,) 

Cfe) Suggested redraft of some of the 
Secret rr It Instructions* 

(Hew portions a e shown in Italics, Deferences at the foot 
of each Bel© are to the parr graphs of th© preceding Report*) 
12, A, Member® and Seoretariei in all Departments 
shall ordinarily set aild© certain hour® on cert®in days 
in each week for personal interviews with their Secretaries 






•h*Il invariably be substituted for further jetting* In 
any ease where the two Members in shar e of the Departments 
agree after personal discussion, the Secretaries shell mat 
«nd put up ® Joint note giving the decision another® shall 
be no further noting* 

(See para* 107,) 

of 

18* Wherever possible consulfcat i rySther Departao- ts 
shall be effected by personal interview between res perns lble 
officers of the Departments concerned. The result shall he 
reeorded on the- file by a note agreed between those of 'leers, 

ix 

ISA* (1) Ho Depart mr:tel file shall be referred 
to another Department except by direction of an officer of the 
rank at least of Deputy Secretary* 

(2) Any file referred as above shall trve attached 

to It a speeial Form signed by tbs officer by whose direction 
it is referredf specifying precisely tho points on which the 
opinion of the other Department is sought, or which it 
is desired to bring to the attention of th~t Department* 
Wherever possible the proposals shall be embodied in ths 
font of a draft* Before the file is sent y all routine notes 
shall be removed* 

18 B, (X) When It is necessary to consult sore than 
one Department on a c-se, such consultation shall as a 





vO on® or SUCH Departments, commar cation with the other 
Departments being by written memorandum ©accept In case© 
which can be disposed of by verbal consultation. 

(See para* 10?) 

22* Council cases shall ordinarily be circulated 
to the timbers nlnoltaneously* A dear, succinct and self* 
contained summary of the erse, either in the form of a 
draft despatch, or of a specially prepared memorandum, 
of of a note by the Secretary or Heabur, shall Invariably 
be placed on the top** of the papers circulated* *ny 
Hmbuv nay cell upon the initiating Dapartmsnt for the complete 
file before recording his views and any Member may defer 
record.ing hie views, if he so desires, until he has seen 
the note of any other Member or Members* the notes of 
Members shall be sent with the papers to the Secretary of 
the Initiating Department who shall before the meeting of 
Council return the papers to each Member together with 






